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ABSTRACT 

This curriculum guide on the hospitality occupations 
was developed to help secondary and postsecondary home economics 
teachers prepare individually for entry-level jobs in the hospitality 
industry. The content is in seven sections. The first section 
presents organizational charts of a medium-size hotel, food and 
beverage division, housekeeping and front desk, departments of rooms 
division, and the purchasing department of the business division. 
Section 2 covers the eight competencies needed by all hospitality 
industry employees regardless of the job, including for each 
competency one or all of the folloving: a general objective and 
correlated behavioral objectives, teaching techniques/methods, and 
resources. The next three sections cover competencies for tventy-four 
specific jobs vithin three divisions of the hospitality industry: 
food and beverage division (both preparation and service) , rooms 
division (housekeeping and front desk), and business division 
(purchasing) . For each of the jobs covered, one or all of the 
folloving is included: general objective and correlated behavioral 
objectives, teaching methods, and resources. Section 6 lists the 
instructional resources, such as books and pamphlets, films, and 
filmstrips. The last section is a hospitality industry vocabulary 
list. The appendix includes a simulated job interview, directions for 
a job application by letter, a sample job description, and sample 
worksheets. (EH) 
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CURRICULUM GUIDE 



Preface 

This Hospitality Occupations Curriculum Guide is a 
response to an identified need by the hospitality industry of 
California. It provides suggestions for training men and 
women in a variety of entry-level occupations within the 
•industry. 

The Department of Education's Bureau of Homemaking 
Education foynd that the training requirements of the 
industry correlated with the general curriculum and subject 
areas of home economics. The bureau was well qualified to 
undertake an occupational program that would provide 
students with the skills and competencies necessary for 
employment in one of the fastest-growing industries in the 
state. 

An advisory committee was formed, composed of selected 
educators, labor representatives, hospitality industry repre- 
sentatives, and Department of Education staff members. The 
committee delineated the basic areas of training and devel- 
oped the conceptual framework for the curriculum. There 
was general agreement that a curriculum, to be effective, 
must be flexible enough to meet the needs of the students- 
both young persons and adults-the instructor, and, in 
addition, the needs of the potential employer. Hopefully, 
this guide achieves that flexibility of approach. 

Ease of travel and the increasing leisure of many Ameri- 
cans has created a long-term "growth" trend for the 
hospitality industry. This, in turn, means that rapid advance- 
ment is possible for those individuals who are trained and 
ready to move ahead. This Hospitality Occupations Cur- 
riculum Guide is a major effort on the part of the 
Department of Education to help prepare skilled individuals 
for new occupational roles with a future. 



DAVIS W. CAMPBELL 
Deputy Superintendent 
for Programs . 



S. L. BARRETT 
State Director 
of Vocational Education 

M.CATHERINE WELSH 
Chief 

Bureau of Homemaking Education 



Introduction 



Advisory Committee 



The Hospitality Occupations Curriculum Guide includes 
competency-based objectives, methods, and resources which 
are divided into two categories. Fir«t, competencies needed 
by all hospitality industry employees and, secondly, compe- 
tencies for specified entry level jobs related to home 
economics. Entry level jobs in this guide are those requiring 
minimum training and/or experience. 

An analysis of tjie community needs and job market is the 
basis for program development in occupational areas. This 
guide allows ^*or flexibility for the teacher to select the 
particular objectives that meet both student and job market 
needs. , j 

Many of the skills may be taught with little investment in 
equipment and space. In all cases, the program should be 
conducted to the fullest extent possible using resources and 
equipment available in the classroom and school facility, of 
through a regional occupational program or center. Provision 
can be made for adJitionaL training through cooperative 
education or work experience education. 

Evaluation is an important component in any curriculuni. 
Each job description contained in this guide lists the kills 
required to perform that job successfully. These skih Hsts 
may serve as the basis for evaluation. ^ 

All resources listed in the guide are presented in the 
bibliography. 

The organization charts sho\yn in the guide are for a 
medium size hotel of 300 to 500 rooms 
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ORGANIZATION CHART OF A MEDIUM SIZE HOTEL* 



GENERAL MANAGER 



RESIDENT MANAGER 



FOOD & BEVERAGE DIVISION 



PURCHASING 




FOOD/BEVERAGE 
SERVICE 



BEVERAGE 



BUSINESS DIVISION 



SECURITY 



ROOMS DIVISION 



FRONT OFFICE 




MINOR DEPARTMENTS 



1 

1 








TELEPHONE 


ACCOUNTING 




SALES 
& CATERING 




MAINTENANCE 
& ENGINEERING 


LEASED OPERATIONS 
BARBERSHOP 



VALET 



=^ Divisions and service sections described in this guide. 
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*This organization chart indicates hotel divisions and their relation- 
ship to each other. This organization chart is for a hotel of 300-500 
rooms. All organization charts in this guide are for a medium size hotel. 
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FOOD AND BEVERAGE DIVISION/ORGANIZATION CHART 



BANQUET CHEF 



HEAD BAKER 



Entry level 



FOOD/BEVERAGE PREPARATION DEPARTMENT 



EXECUTIVE CHEF 



SOUS-CHEr 



GARDE-MANC:: 



NIGHT CHEF 



VEGETABLE COOK 



COOKS 




COOK'S HELPER 




DISH MACHLNE 
OPERATOR 



FOOD and BEVERAGE DIVISION JOB TITLES AND BRIEF DESCRIPTION OF DUTIES 



FOOD/BEVERAGE PREPARATION DEPARTMENT 




Entry Level Jobs 


Brief Description of Duties 




Baker's Aide 


ilelps baker mix dougii, prepare breads and pastries, and bake 
off. Helps prepare custards and puddings. 




Assistant Pantry worker 


Assists in preparation of salads, sandwiches, fruits Juices, toast, 
coffee, and tea. 




Cook's Helper 


Assists in preparation of vegetables, main dishes, meats, and 
sauces. 




Ware Washer 


Cleans pots and parish 




Dish Machine Operator 


Scrapes, stacks, and inserts dishes in dishwashing machine. 
Racks dishes for reuse. 




Kitchen Steward 


Cleans kitchen equipment and coolers. 
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FOOD AND 






BEVERAGE DIRECTOR 








FOOD/BEVERAGE SERVICE DEPARTMENT 



ASSISTANT 
F&B DIRECTOR 



RESTAURANT MGK. 



CASHIER 



COFFEE SHOP MGR. 



ROOM SERVICE 



CASHIER 





ROOM SERVICE 
SERVER 













HOST 
PERSON 




SERVER 


m BliS PERSON 



CATERING MGR. 



BANQUET STEWARD 




FOOD/BEVERAGE SERVICE DEPARTMENT 



Entry Level Jobs 

Host Person 

Cashier 

Restaurant Server 
Banquet Server 
Banquet House Person 
Room Service Server 
Bus Person 



Brief Description of Duties 



Seats guestS; supervises the service of food. May serve as 
cashier. 

Receives payment for food and beverage. Does much of the 
paperwork for Accounting Dept. 

Serves guests food and beverage orders in restaurant, coffee 
shop operations. 

Serves guests food and beverages at banquets involving a pre- 
determined menu. 

Sets up and removes tables, chairs, and equipment for banquets 
and meeting rooms. 

Delivers food orders to guests in their hotel rooms. May serve 
food. 

Assists server by clearing, cleaning, and re-setting tables. 
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ROOMS DIVISION Housekeeping Department/0RGANI7ATI0N CHART 



EXECUTIVE 
HOUSEKEEPER 



ASSISTANT 
HOUSEKEEPER 



FLOOR 
HOUSEKEEPER 



HEAD 
HOUSE PERSON 



HEAD 
LAUNDRY WORKER 



LINEN ROOM 
SUPERVISOR 




HOUSEKEEPING DEPARTMENT JOB TITLES AND BRIEF DESCRIPTION OF DUTIES 



Entry Level Job Title 

Housekeeping Aide 

House Person* 

A. Trash Person 

B. Vacuum Person 

C. Window Washer 

D. Floor Washer 

E. Banquet Person 
E Carpet Clca ler 
G. Wall Washer 

Laundry Worker 



Linen Room Clerk 



Brief Description of Duties 

Cleans and puts guest rooms in order. 

Does all heavy cleaning in the hotel. Cleans walls, floors, win- 
dows. Cleans all public rooms. Sets up tables and chairs for 
banquets. 



Loads and operates washers and dryers, operates folding and 
ironing machines, does some folding of linens by hand, treats 
stains on uniforms and Imens. 

Handles inventory and checkout of linen room supplies. 



* Depending on the size of the hotel, a house person may be gn^en a specific lob title and duties or, in a 
small hotel may be assigned to all of the duties. 



ROQMS DIVISION Front Desk DepartmentVORGANIZATICN CHART 



FRONT DESK 
OFFICE MANAGER 



^ ROOMS 

Manager 

_\ 



switchboard 
operator 



NIGHT 
AUDITOR 



UNIFORMED 

SERVICE 
SUPERVISOR 



ROOM 
CLERK 



CASHIER 




RESERVATIONS 
CLERK 




MAIL& 
INFORMATION 
CLERK 



DOOR P£RSON 




BELL PERSON 



Entry level jobs 



*Front desk is included to present an overview of the entire hotel operation. 
This department requires many business skills which the home economics 
teacher may teach or which may be coordinated with a business education 
teacher. For this reason, specific methods and resources are not given. 



FRONT DESK DEPARTMENT JOB TITLES AND BRIEF DESCRIPTION OF DUTIES 




Entry Level Job Title 


Brief Description of Duties 




Key Clerk 


Sorts, issues, and accounts for all keys. This includes account- 
ing for rooms that are made up and ready for occupancy. 




Mail and Information Clerk 


Answers a'l telephone mformation calls and requests made m 
person. Sorts mail, forwards departed guests' mail, ineluding 
nackages. Delivers messages between departments and between 
guests and hotel departments. 




- Reservations Clerk 


Makes and confirn.s advance reservations. 




Door Person 


Assists guests upon arrival and departure from hotel, direets 
arriving autos at entrance area. 




Brll Person 


Escorts guests to rooms and carries baggage, turns on lights and 
heat or air-conditioning. 
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BUSINESS DIVISION Purchasing Department /ORGANIZATION CHART 



RECEIVING 
CLERK 



PURCHASING 
AGENT* 



ASSISTANT 
PURCHASING 
AGENT 




STOREROOM 
CtERK 



Entry level lobs 



* Depending upon the size and polity of the hotel the piirchasitig agent and an assistant may be the 
only employees in this department. 



PURCHASING DEPARMENT JOB TITLES AND BRIEF DESCRIPTION OF DUTIES 
Entry Level Job Title Brief Description of Duties 

Stocks shelves and fills in-house requisitions. 



Storeroom Clerk 
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CORE COMPETENCIES 



There are several competencies which all employees should have, regardless 
of the individual job assignment These competencies should be included as an 
integrai-part of every occupational program. 

The student trained as a hospitality employee: 

1. Will be aware of the industry as a whole — its goals and current directions. 

2. Will be able to function on the job according to the rights and responsibilities 
as determined by law and governmental regulations, the union, and the 
employer. 

3. Will have a positive, helpful manner when relating with guests, employees, and 

tjie employer. 

< 

4. Will have a clean and neat appearance. 

5. Will have the abihty to manage on the income of an entry-level hotel 
employee. 

6. Will demonstrate acceptable procedures when applying and interviewing for 
. employment. 

7. Will have positive work habits and attitudes. 

8. Will assume responsibility for working in a manner that does not jeopardize 
the health or safety of other guests, erqployees, or the employer. 



*There are a number of curriculum guides and teaching materials available concerning occupational 
competencies, ft is recommended tiiat the teacher search new materials as well as those materials 
available in the local district. The bibliography mcluded in this guide provides many resou -es for 
occupational skills training. 
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Core competency 1 



General Objective: 

The student trained as a hospitality industry employee willbe 
aware of the industry as a whole — its goals and current di- 
rections. 

To accomplish this objective, the student will: 

1. Explain a hotel organization chart. 

2. Assess the job potential in the industry on national and 
local levels. 

3. List salary ranges and additional benefits for entry -level jcbs 
in the hospitality industry. 

;4. List three entry-level positions in each department of a 
-. hotel. , 

5. List three to five educational training opportunities in the 
hospitality industry. 



OBJECTIVES 


TEACHING METHODS 


RESOURCES 


The student will: 






1. Explain a hotel org.iniz.ition 
chart. 


Study a variety of hotel organiza- 
tion charts. Ask hotel advisory 
committee members for copies 
of their charts. 

Guest speaker: Hotel manager 
or personnel director to speak on 
organization of hotel. 

Panel discussion: A representa- 
tive from each department of a 
hotel. 


See organization charts included 
in this guide.. 




Read: 


, Your Career in the Lodging 
Industry. 




Ask advisory committee mem- 
bers to arrange to have each stii- 
d at interview an employee in a 
department of the student'^ 
choice. 






Tour one or more hotels, prefera- 
bly of different sizes 






Film: 


Where I Go from Here? 





) 
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OBJECTIVES 



2. Assess the job potential in the 
industry on national ind 
local levels. 



3. List salary ranges and addi- 
tional benefits for entry- 
level jobs in the hospitality 
industry. 



4. List three entry level po- 
sitions in each department of 
g hotel. 



TEACHING METHODS 



Lis^ three to five educational 
training opportunities in the 
hospitality industry 



Guest speaker: Manpower or 
employment agency. 

Guest speaker: Personnel direc- 
tor of a local hotel. 



Read: Local newspaper classified 
dds. 



Guest speakers: Hotel personnel 
director and labor union repre- 
sentative. 

Field trip to career center/library 
to review available materials. 

Review union contracts to de- 
termine "^alaiies and additionat 
benefits. 

Discuss entry- level and advanced 
positions, moving up career lad- 
der, salary and benefits of each 
advanced position. 



Guest speaker: General manager 
or personnel director of a hotel. 

Have students interview at least 
two hotel employees regarding 
entry-level requirements. 

Field trip to career center/library 
to review available materials. 

Review available scholarships by 
contacting FSEA. 

Tour community colleges, trade 
scKbols,or four-year colleges and 
universities with hospitality 
programs. 

Discuss entrance requirements 
for above programs. Practice 
filling, out application forms. 

t)iscuss apprenticeship pro- 
grams. 

Guest speaker: Apprcnticesnip 
commissioner and/or Chefs dc 
Cuisine member. 



RESOURCES 



^ Sec Appendix. 



Food Service Executives Assn. 



ERIC 



16 



Core competency 2 



General Objective: 

The student trained as a hospitality employee will be able 
ip function on the job according to the rights and respon- 
sibilities as determined by law and governmental regula- 
turns, the union, and the employer. 

To aceom|)lish this objective, the student will: 

1. Discuss'the rights and responsibilities of the employee and 
employer included in the California Occupational Safety and 
Health Act. 

2. Work in compliance with the standards of the Division of 
Environmental Health. 

3. Read a payroll check and explain the reason for each de- 
duction. 

4. Read and work within the guidelines of a union contract 
or the employee guidelines as determined by the Division 
of Industrial Welfare. - 



OBJECTIVES 


TEACHING METHODS 


RESOURdES 


The student will: 

1. Discuss the rights and respon- 
sibilities of the employee and 
employer included in the 
California Occupational 
Safety and Health Act. 

2. Work in compliance with the 
standards of the Division of 
Environmental Health. 

3. Rcadra payroll check and ex- 
plain the reason for each de- 
duction. 

4. Read and work within the 
guidelines of a union contract 
or the employee guidelines as 
determined by the Division of 
Industrial Welfare. 


Guest speaker: Representative of 
Division of Industrial Safety 
or National Safety Council. 

Guest speaker: State Division of 
Environmental Health repre- 
sentative. 

Guest speaker: Payroll super- 
visor or personnel director of a 
, hotel. 

Ui 'ax books to have students 
calculate deductions on a typical 
entry level pay check for a hotel 
employee. 

Learning kit: 

Guest speaker: Hotel employees 
union business agent; State 
Division of Industrial Welfare 
representative; or youth. employment 
counselor, Employment Develop^ 
ment Department. 
Read: 


California Administrative Code, 
Title 8, Chapter 4, Subchapter 7, 
General Safety Orders. 

Your Payroll Deductions. 

Union contracts obtained from 
the local hotels or unions. 
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Core competency 3 



General Objective: 

The student trained as a hospitality employ,ee will have a 
positive, helpful manner when relating with guests, employ- 
ees, anH the employer 



To accomplish this objective, the student will: 

L List five characteristics generally expected of the em- 
ployee by the employer 

2. List ten characteristics expected of the hospitality em- 
ployee by the guest. 

3. .-Analyze people interaction situations to determine how 
; to function competently with guests, employees, 

'an,d employer 

4. Demonstrate courteous behavior to all guests and 
personnel. ^.^\ ; ^ 



1 

OBJECTIVES 


TEACHING METHODS 


RESOURCES 


The student will: 

> 






1. List five characteristic^ gen- 
erally expected of the em- 
ployee by the employer. 


Interview a hotel employer. 

Guest speaker: Hotel mid- 
management or supervisory 
personnel. 




2. List ten characteristics ex- 
pected of the hospitality em- 
ployee by the^Ocst. 


Prepare and conduct a sample 
survey regarding abilities, per- 
sonality expected of a hotel 
employee. 

Disq^s results of survey. 




3. Analyze people interaction 
situations to determine how 
to function competently with 
guests, employees, and the 
emnloyer. 


Role-play. 

Guest speaker: Front office man- 
ager. 

Film: 

Read: 


Handling Complaints. 

Heldenbrand, H. V. Front Office 
Psychology, pp. 1-26. 


' 4. Demonstrate courteous be- 
havior to all guests and • • 
personnel. / . 


Filmstrip: 

*- Discussion. 
Film: 


Your Personality: The You^^ 
Others Know. 

Personal Qualities for Job 
Success 




Read: 


Loeb, R. Manners at Work. 
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Core competency 4 



General Objective: 

The student trained as a hospitality employee will have a 
clean and neat appearance^ — — — 

The grooming unit should be designed by the individual 
teacher using resource materials available at the local level. 
Therefore, teaching methods and resources are not listed foi 
this competency. 



Core competency 5"^ 

General Objective: 

The student trained as a hospitality industry employee will 
have the ability to manage on the income of an entry-level 
hotel employee. 

To accomplish this objective, the student will: 

1. Prepare a budget for a single person based on entry-level 
wages for three entry-level hospitality jobs of the stu- 
dent's choice. 

2. Discuss the difference- between fixed and variable ex- ' 
penses. 

3. Balance a check book. 

4^ List four interest-bearing methods for saving money. 
5. Compute Mmple and compound interest. 



*This unit should be taught in accordance with the personal 
finance curriculum/unit used in the Home Economics De- 
partment. Therefore, teaching methods and resources are not 
listed for this competency. 
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Core competency 6 
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General Objective: ' 

The student trained as a hospitality industry employee will 
deriwnstT^^ procedures when applying and 

interviewing for employment. 

To accomplfsh this objective, the student will: 

L Prepare a resume. 

2. Write a letter of application. 

3. Fill out an application form. 

4\ Demonstrate acceptable dpplication/job interview 
procedures. . 



ERIC 



OBJECTIVES 


TEACHING METHODS 


RESOURCES 


The student will: 








r^iipcf cnpalfpr* RiiQinPQQ PnpliQn 

V^ULdL oUCdACi. L/UdlllVfOO i^ll^llotl 

instructor. 

Develop personal work experi- 
ence resumes. Have class discus- 
sion of results. 

Discuss/role-play: Requesting indi- 
viduals to write a recommendation. 






/\ppiy lor a oociai occuniy 
number. 


oociai OcLUniy appilUdllUIl lUIIlib. 




Speaker/itudent activity: 
Employment Development 
Department official re.^^ume 
forms. 


- Forms from Employment 
Development Department. 




Teacher resource/read: 

V 


BoUes. Richard N. What Color Is 
Your Parachute? 
Irish, Richard K. Go Hire Your- 
self an Employer. 


1,. Wnte a letter of application 

*' j 


Guest speaker: Private or public 
employment agency counselor. 

Prepare a ktter of application 
which would be acceptable to an 
employer. ' 


See Appendix: Job Application 
by Letter. 


3. Fill'out application form. 


Use sample forms obtained from 
local hotels or forms obtained 
by students from local businesses. 




4. Demonstrate acceptable 
appncatiop/job interview 
procedures. 


Filmstrips: . 


The Job Interview;. 
Preparing for an Interview. 

You and Your Job Interview. 

•\ 




Simulation interview with in- 
dustry interviewers. 
Videotape simulated interviews. 
Review results w'th students. 


See Appendix: Evaluation of 
Simulated Job Interview. 
Job Interview Questions. 
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Core comj3etency 7 



General Objective: 

The student trained as a hospitality industry employee will 
have positive work habits and attitudes. 



To accomplish this objective, the student will: 

1. Define the word "initiative" and list five examples of a worker showing initiative on the job. 

2. Demonstrate dependability. by attending and participating in class, completing assignments. 

3. Demonstrate punctuality by arriving at class and on the job prior to the appointed time. 



OBJECTIVES 



TEACHING METHODS 



RESOURCES 



The student will: 

1. Define the word "initiative" 
and list five examples^)f a 
worker showing initiative on 
the job. . 



Demonstrate dependabiUty by 
attending and participating in 
class, completing assign- 
ments. 



3. Demonstrate punctuality by 
arriving at class and on the 
job prior to the assiigned time. 



Discuss the word "initiative." 

Evaluate certain classroom situa- 
tions to show how one student 
or a group of students demon- 
strated initiative. 

Role-play job situations and dis- 
cuss why initiative benefits both 
the employee and the employer. 

Present an "initiative button" at 
the end of each class period to a 
student displaying the attribute. 

Keep notes on a student showing 
initiative; date and place notes 
in the "personnel" file. Use the 
record as positive re-inforcement 
at the time of the student's next 
evaluation. 

Give points based on attendance 
and prepare a percentage based 
on the total possible days. 

Prepare a mandatory class sign- 
in/sign-out system for students. 
> Discuss that the failure to sign 
in on the job could result in the 
loss of a day's nay. 

Have each student conduct a 
self-evaluation, using an attitude 
rating sheet, each week for one 
month. Put the evaluation, with 
teacher comftients, in the "per- 
sonnel" file and discuss at the 
student's evaluation- 
Include on the above mentioned 
sign-in sheet a place for the time 
as well as the date. 

Demonstrate the use of a time 
clock. 



Dictionary. 

Student Manual for Occupa- 
tional Relations^ p. 24. 



Student Manual for Occupa- 
tional Relations^ p. 29. 



Core competency 8 



General Objective: 

The student will assume responsibility for working in a 
niann^T that does^iiot jeopardize the health or safety of other 
guests, employees, or the employer 



To accomplish this objective, the student will: 

1. Demonstrate handling dishes, food, beverages, and equipment in a sanitary manner. 

2. List the conditions for and means of controlling bacterial growth. 

3. List six common food-borne illnesses. 

4« List the standards a hotel must maintain to pass a Division 
of Environmental Health inspection. - 

5. Practice safe work habits. 



OBJECTIVES 


TEACHING METHODS 


1 

RESOURCES 


The student will: ^ 






1. Demonstrate hrihdhng dishes, 
foods, beverages, and equip- 
ment in a sanitary manner. 

■« 


Demonstration/laboratory: Pre* 
pare culture plates and contami- 
nate them; watch bacterin 
develop. 

Read and prepare oral reports on 
indicated texts: 


Applied Food Service Sanitation. 
and/or 

Jernigan, Anna. Food Sanitation: 
Study Course, 




Films: 


Mr. Dish Machine Operator. 
and/or 

Sanitation: Why AH the Fuss? 
and/or 

Sanitation: Rules Make Sense. 

and/or 
Dining Room Sanitation. 


2. List the conditions for nnd 
means of controlling bacterial 
growth. 


Read: 


Haines, Robex i. Food_Preparatiojj_ 
for Hotels, Restaurants, ana 
Cafeterias, pp. 10-15. 




Read and answer questions from 
indicated text: 


lernigan, Anna. Food Sanitation: 
Study Course. 


<" 


Guest speaker: Biology instruc- 
tor or representative from the 
Division of Environmental 
Health.' 




3. List six common food^bornc 
illnesses. 


Read: 


Haines, Robert. Food Preparation 
for Hotels, Restaurants, and 
Cafeterias, P. lO-lS. 
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"Core Competency 8" continued^ 



OBJECTIVES 


TEACHING METHODS 


RESOURCES 




Filmstrips: 


The Free Loaders, 






and/or 






The Unwanted Four, 




Read: 


Jernigan, Anna. Food Sanitation: 






Study Course. ' 






and/or 






48 ways to Foil Food In- 






fection, p. 15. 




Analyze : 


Division of Environmental 






Health inspection sheets. 


4. List the standards a hotel 


Guest speaker: Representative of 


■ 


must maintain to pass a Divi- 


the Division of Environmental 




sion of Environmental Health 


Health. 




inspection. 


Analyze an inspection sheet 


Division of Environmental 




form to 4etermine the necessary 


Health inspection sheets. 




standards and their importance 






to health safety. 






Use the fnrms tn analv7e the 






school cafeteria, home economics 






laboratory, or home kitchen. 


1 


1 en • £ 1 U k 

5. Practice sate work habits. 


vjuesi speaKLi. r iiyoiLai -cuulu* 






tion instructor. Use of safe body 






mechanics on tho job. 






Films: 


Work omart—otay baje. 




- 


Kitchen Safety: Preventing 






Bums, and/or 






Kitchen Safety: Preventing Falls. 






and/or 


j * 




Kitchen Safety: Preventing 




- 


Machine Injuries, and/or 


4 




Kitchen Safety: Preventing 






Cuts and Strains, and/ or 






i\.ttcnen oajery. rrevenurig 






Firp^ and/or 






Dinin? Rootn Safety 




Guest instructor: Individual 






qualified to teach 8*hour Red 






Cross multimedia safety course. 






Guest speaker: Representative of 


■ Jt 




iNauuiiai oaiLiy v^uunuii or uivi" 






ci nn nf Tnnll<5triiJl ^afptv. a Ciif#»tv 






engineer. 






Filmstrips: 


Dishing Up Safety, and/or 






The Angry Flame. 




Read: 


An Employ ee Safety Message 






for Food Service Operators, and/or 






Your Responsibility for Safety. 



FOOD AND 
BEVERAGE DIVISION 
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FOOD AND 
BEVERAGE 
PREPARATION 



Cook's Helper 



General Objective: 



A student trained as a cook*s helper will assist the chef in the 
preparation of food. 

To accomplish this objective, the student will: 

1. Clean and store all produce. 

2. Prepare garnishes. 

3. Prepare vegetables. 

4. Prepare salads. 

5. Prepare simple desserts. 

6. Portion food for serving. 

7. Qean work stations in the kitchen. 

8. Requisition supplies from the storeroom. 

9. Weigh and measure foods according to recipes. 

10. Mix ingredients as directed by the specified recipe. 

Note: Due to the wide variety of food service curriculum 
available, space will not be devoted to teaching methods 
for this position. • 



General Objective: 

A student trained as a baker's aide will be able to understand and 
follow the directions given by the baker 

To accomplish this objective, the student will: 

1. Requisition supphes from the storeroom. 

2. Store supplies correctly. 

3. Read; interpret, and convert recipes. 

4. Weigh and measure ingredients according to specified recipe. 

5. Mix ingredients according to directions. ^ 

6. Bake all breads, rolls, cakes, and pastry not purchased pre-prepared. 

7. Prepare all custards, puddings, and other desserts. 

8. Use a pastry bag to decorate cakes, pastries, and other desserts. 



Baker's Aide 




"Baker's Aide" continued next page 



"Baker's Aide" continued 



OBJECTIVES 



The student will: 

1. Requisition supplies from the 
1^ storeroom. 



2. Store supplies correctly. 



3. Read, interpret, and convert- 
recipes. 



Weigh and measure mgre- 
dients according to specified 
recipe. 



5. Mix ingredients according to 
directions. 



6. Bake all breads, rolls, cakes; 
and pastry not purchased \ 
J; re-prepared. 

\ 

7. Prepare all custards, puddings;, 
and other desserts. 



Use a pastry bag to decorate 
cakes, pastries, and other 
desserts. 



TEACHING METHODS* 



Use overhead projector to show 
various types of requisition 
forms. 

Discuss need for the use of 
requisition forms. 

Practice filling out requisition v. 

Review the sanitary storage of 
food product^;. 

Study vocabulary used in baking 
through use of flash cards, slides. 

Demonstration: How to convert 
recipes to various quantities. 

Practice converting recipes 
until student can perform with 
accuracy. 

Discuss dollar cost involved in 
mathematical errors which re- 
sult in waste. 

Demonstration. Techniques of 
weighing and measuring ingre- 
dients. 

Provide laboratory practice in 
measuring techniques. 

Demonstration. Methods of mix- 
ing baked goods. 

Laboratory experiences: Mixing 
techniques on a quantity basis. 

Laboratory demonstrations and 
experiences: Related baking 
techniques. 

Laboratory demonstrations and 
experience^ Prep^iing custards, 
puddings, and other thickened 
desserts. 

Complete a unit orfcake decorat- 
ing with demonstrations and 
laboratory experiences. 



RESOURCES 



Crawford, Hollie Metric Work- 
book for Food Service/Lodging, 



Ainendola, Joseph. The Baker's 
Manual for Quantity Baking 
mid Pastry Making 



Ainendola, Joseph. The Baker's 
Manual for Quantity Baking 
mid Pastry Making. 



/ 



*Note: Due to the number of materials available and the similarity of the content 
to home econoirJcs skills, this guide will not repeat the specifics of preparation. 



Assistant Pantry Worker 



General Objective: 

A student trained as an assistant pantry worker will be able to fol- 
low the directions of the supervisor in preparing items which are 
the responsibility of the pantry section. 

To accomplish this objective, the student will: 

1. Weigh and measure foods according to recipes. 

2. Mix ingredients as directed by the specified recipe. 

3. Wash d prepare fruits and vegetables. 

4. Prepare garnishes. 

5. Prepare appetizers. 

6. Prepare sandwich fiUings and spreads. 

7. Prepare basic to^s^d, molded, and arranged salads. 

8. Prepare beverages. 

9. Slice cheese and cold meats. 

10. Portion foods accurately to standards established 
by the hotel. 

11. Prepare sandwiches. 
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OBJECTIVES 


TEACHING METHODS* 


RESOURCES 


The student will: 






L Weigh and measure foods ac- 


Demonstration: Weights and 


Food preparation text of the 


cording to recipes. ^ 


measures. 


t*,acher's choice. 




Laboratory practice in measuring 






techniques. 




2, Mix ingredients as directed by 


Demonstration: Methods of mix- 




the specified recipe. 


ing. 






\ iihoratorv nractice usinc mixinc 






■jcnethQdsjdcxno.nstiat£d,.^ 




o. wabii anu picpdiL iiuii!> diiu 


Dp mnnQt ration • (^arp af nrndiipp 




^ vegetables. 


Field trip to produce market. 




4. Prepare garnishes. 


Demonstration: Preparation of 






garnishes. 






Laboratory: Preparation of 






gjinibiicb. 






Film: 


\jj Kjuniisues uriu ixings* 




Pi ImQtri n* 

1 1 11119 11 1 u. 


All A hnut Croyni^hp^ 


5. Prepare appetizers. 


Demonstration: Preparation of 


Food preparation text of the 




appetizers. 


teacher's choice. 


6. Prepare sandwich fillings and 


Demonstration: Sandwich fillings 


Food preparation text of the 


spreads. 


and spreads. ^ 


teacher's choice. 




Laboratory Practice. 






Guest speaker: Sandwich maker 






from a vt nding machine cater- 






ing company. 




7. Prepare sandwiches. 


Demonstration: Sandwich prep- 






aration. 




fi Prenare beveranes 


Demonstration: Bcveiage prep- 






aration. 






Labr>rjit(irv 




9. Shce cheeses and cold meats. 


Demonstration: Slicing by hand 






jiiid nV miiPninp 






Discu.ss porfion control. 




10. Portion foods accurately to 


Discuss portion control. 




Tnd'irH*; established bv the 


Demonstration: Use of scales 




hotel. 


inH cpn^wQ fnr nnrtinn pnntrril 

CllIU dUUVJLId lUl J^UlllUlI Uk^IIllUl. 




U. Prepare basic tossed, molded, 


Demonstration: Salad prep- 


Food preparation text of the 


and arranged salads. 


aration. 


teacher's choice 




Laboratory: Salad preparation. 






Field trip: Hotel/restaurant 






specializing in salad bars. 





*Note: There is a wide variety of material available on quantity food prep- 
aration. Tho teacher should refer to other resources (or additional informa- 
tion on teaching food preparation skills. 
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Kitchen Stewiard 



General Objective: 

A student trained as a kitchen steward will be able to clean 
all equipment and work surfaces. 

To accomplish this objective, the student will: 

1. Use cleansers and detergents according to direction 

2. Clean a ^rilL . ^ 

3. Clean an oven. 

4. Clean and sanitize walkdn boxes, reach-in boxes, freezers, 
and other refrigeration equipment, 

5. Clean a commercial mixer. 

6. Disassemble, clean, and reassemble food slicers, grinders, 
choppers, steamers, and other kitcjhien equipment. 

7. Clean a kitchen floor. 

8. Clean a large exhaust fan system. 

9. Steam clean or hose garbage containers. 

10. Store foods properly in kitchen. 



OBJECTIVES 


TEACHING METHODS 


RESOURCES 


The student will: 

1. Use cleansers and detergents 
according to direction. 


Provide samples of different 
cleansers; have students deter- 
mine which ones serve best on 
surfaces such as stainless steel, 
glass, porcelain, and aluminum. 




2. Clean a grill. 


Demonstration: Clean cafeteria 
grill. 


• 


3. Clean an oven. 


Arrange with school cafeteria 
manager to have students clean 
the equipment. 




1 i- 

^4. Clean and sanitize walk-in 
boxes, reach-in boxes, 
freezers, and other refrigera- 
* tion equipment. 

1 ^ 


Demonstration: Cleaning proce- 
dure for variety of refrigerator 
boxes. 

Arrange for students to clean re- 
frigerators in school cafeteria. 




5. Clean a commercial mixer. 


Guest demonstration: Cafeteria 
managerX 




1 6. Disassemble, clean, and reas- 
1 semble food slicers, grinders, 
r choppers, steamers, and other 
1 kitchen equipment. 


\ 

Use cafeterni equipment for stu- 
dent practice^ 




1 7. Clean a kitchen floor. 


Guest demonstifation: School 
custodial engineer. 

Practice: Give each student two 
squares' of asphalt or vinyl tile to 
wax, strip, rewax, and polish. Ob- 
tain sample tiles from a floof 
shop. 


\ 


1 8. Clean a large exhaust fan sys- 
1 tem. 


Demonstration: Clean fan in 
school cafeteria. 




1 9. Steam clean or hose garbage 
1 container. 


Discuss waste disposal, health 
department requirenjents. 

Discuss types of disinfectants 
used in garbage receptacles. 

Tour school disposal area. 




1 10. Store foods properly in 
1 kitchen. 


Review sanitary food storage 
principles taught in sanitation 
unit. 
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Dish Machine Operator 




General Objective: 

A student traine() as a dish machine operator will be able to supply 
the food preparation and food service units with clean dishes, sil- 
ver, and glassware. 



To accomplish this objective, the student will: 

1., ScrapC; sort, rinse, and stack soiled dishes. 

2. Check water temperatures for dishwashing cycles. 

3. Use cleansers and detergents accuMtely. 

4. ioad and unload dish machines. 

5. Use sanitary methods of operation. 

6. Sort and stack clean dishes, glassware, and silver. 

7. Polish silver by hand. 

8. Operate silver burnishing machine. 



1 ' ^ ^ ^ 

OBJECTIVES 


TEACHING METHODS 


RESOURCES 


The student will: 






I. Scrape, sort, rinse, and stack 


Discuss need to remove food be- 




soiled dishes. ^ 


fore dishes are put in dishwasher. 






Hear: 


UH'irie-jOD J raining, a rratiitui 
Guide for Food Service Super- ' ^ 
visors, pp. 20-28. 


2. Check water temperatures for 


Discuss proper water tempera- 


Ray, Mary Frey. Exploring Profes- 


dish washing cycles. . 


tures for sanitary dish treatment. 


sional Cooking, pp. 327-330. 




Read: 


Crawford, Hoilie ^-Metl^ 
Workbook for Food Service/ 






Lodging, pp. 90-102. 




Practice reading various thermome- 






ters. 




3. Use cleansers and detergents 


Read: 


Tucker, Gina. The Professional 


accurately. 


Read directions on cleanser and 
detergent. labels and interpret 
those directions. 
Analyze ecological, energy, and 
cost control factors in the use of 
equipment and detergents. 


housekeeper, pp. 109, 1 !3, 325. 




Guest speaker: Cleaning com- 
pound company representative or 
Department of Environmental 






Health representative. 




4. Load and unload dish ma- 


Visit a large institution and tour 




chines. 


the dishwashing area. 

Demonstration/field trip: 
Observe operation of a dishwasher. 




5. Use sanitary methods of 


Review Core Competency 




operation. 


Number 8. 
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*'Dish Machine Operator** continued on next page 



**Dish Machine Operator" continued 



OBJEdTIVES 



6.^ Sort and stacW clean, dishes, 
* glassware, and silver. / 



7. Poli$h silver by hand. 



8.. Operate silver burnishing 
machine (if available). 



TEACHING METHODS 

Discuss methods of sorting and 
stacking. 

Arrange for each student to 
spend a period of time in the 
school cafatena sorting and' 
stacking dishes. 

Demonstration: Polishing silver. 

Allow students to polish . 
silverware. 

--Radr 

Demonstration: Polishing silver 
by machine. 

Allov/ each student to polish 
silverware. 



-KinderrFaye. Meal-Manage- 
menu p. ^95. 



Ware Washer 



General Objective: 

A student trained as a ware washer will be able to wash 
all £6olung utensils and equipment. . 

to accownplish this objective, 
the student will: 

1. Clean aluminum surfaces. 

2. Clean stainless steel surfaces. 

3. Clean copper surfaces. 

4. Clean cast iron surfaces. 



OBJECTIVES 



The student will: 

1. Clean aluminum surfaces 



2. Clean stainless steel surfaces. 



3. Clean copper.surfaces. 



4. Clean cast iron surfaces. 



TEACHING METHODS 



Demonstration: Cleaning alumi- 
num surraces. 
Student practice. 
Guest demonstration: Cafeteria 
manager. 
Filmstrip: 

E)emonstration:Y!leaning stainless 
steel. \ 
Student practice. \ " 

Demonstration: Cleaning copper 
surfaces. \ 
Student practice. \ 
Demonstration: Cleaning cast 
iron. 

Student practice. 



RESOURCES 



Text of teacher's choice. 



Dan, the Dependable Dishwsher. 
Text of teacher's choice. 



\ 



Text of teacher's choice. 



Text of teacher's choice. 



FOOD AND 
BEVERAGE 
SERVICE 



Cashier 



General Objective: 

A student trained as a cashier will be able to handle all >noney\ 
transactions accurately. 



To ac^mplish this objective, the student will: 



1. Tal 



V all g uest ch ecks for accuracy. 



.2. Write out charge card payments. * * 

3. Operate the cash register. 

4. Make change. 

5. Tally guest checks received and compare to guest cHecks 
issubd as a control of servers. 

6. Couiit all money at the end of the work shift and give the 
cash report and money to manager. 

7. Pay put all charged tq)s to servers according to house 
polity. 

8. Tally all orders to determine what menu items sell in 
quantity and as a control regarding food prepared in the ' 
kitchen." 
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OBJECTIVES 



The student will: 

L Tally all guest checks for 
accuracy. 



2. Write out charge card 
payments. 

3. Operate the cash register. 



4. Make change. 



5. Tilly guest checks received 
and compare to checks issued 
as a control of servers. 



6.. Coiint all money at the end of 
wor:k shift and give the cash 
rep(jr<and money to manager. 




7. P^ out all chai^^ed tips to 
sef^ers according^ house 
policy. X 



TEACHING METHODS 



8. Tally all orders to determine 
what menu items sell in 
quantity and as a co itrol re- 
garding food prepared in the 
kitchen. \ J 



Give a comprehensive basic 
math ^est. 

Provide supplemental math 
work when needed. 

Practice checking tallied guest 
checks. ; 

Guest demonstration:- Biisin^^ss 
jeducat^on teacher on use of ' 
adding niacHIne. 

Guest speaker: Representative 
of bank or club charge cards. 
Practice filling out charge cards. 

Demonstration: Use of cash 
register. 

Guest Speaker: Sales representa- 
tive of cash register company. 
Practice use of the cash register. 
Read: 

Demonstrate and practice mak- 
ing change. 

Discuss techniques customers^ \ 
may use to extract extra moi^ey 
\ from a cashier • . / , 

^Guest speaker: Cashier froni . / 
l^cal business that serves p^Dlic . 

Giiest speaker: Cashier fromf 
local restaurant or school cashier . 
to di^uss how checks^ssued are , 
compared to checks turned in by ; 
the sevkt^ Analyze/the need for / 
controls aihlvarioiis systems of 
accountabilityt^^,^ 

Practice counting; out the "bank" 
and filling out cash reports. 
Assignment: Worl : percentage 
problems. 

Discuss charged i ips. 

Practice figuring percentages of 
tips indicated by/he guest on a 
charge card^. 

Guest speaker^ official to 
discuss the jKoceaiire for report- 
ing tips. 

Read: 

Sfibi^arious systems for tallymg 
all oraJ*K sold on a shift. 

Guest speaKb^^ood and 
be.verage comp^iDller. 



RESOURCES 



Lef ler, jfanet. The Correct 
Cashier 



Cashiering, 
Handling Money. 



Crawford, HoUie W. Metric 
Workbook for Food Service/ 
Lodging, pp. 148-149. 



^Crawford, Hollie W. Metric 
Workbook for Food Service/ 
Lodging, pp. 171-175. 
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Host Person 



General Objective: 

A student trained as a host person will be able to welcome 
and.seat dining guests and perform all other restaurant 
server tasks. 



To accomplish this objective, the student will: 

1. Welcome guests and seat them. 

2. Assign serving stations. 

3. Present menu to each guest with explanations; take food 
orders. 

4. Serve guests food and beverage. 

5. Observe guests* needs and fill additional requests. 

6. Resolve any complaints by guests. 

7. Schedule dining reservations. 

8. Requisition supplies for the dining room. 

9. Examine and count supplies received in the dining room, 

10. Inspect dining room set up, serving stations, and equip- 
ment. 

1 1. ' Observe and check foods being served. 



OBJECTIVES 


TEACHING METHODS 


RESOURCES 


. The student will:. 






1, Welcome guests and seat 


Practice techniques of greeting 




them. 


and seating guests through role-, 
play. 

Demonstration by host person or 
maitre d\ 






Read: 


The Essentials of Good Table 
Service, 


2. Assign serving stations. 


Discuss how many serving sta- 
tions and guests to assign each 
server. 

Demonstration: Host person/ 
maitre d*. 


^ Host/Hostess, 





ERIC 



35 



/ 



OBJECTIVES 



3. Present menu to guest with 
explanations/ take food 
orders. 



4. Serve guests tood and 
beverage. 



-J 
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TEACHING METHODS 



Use overhead projector to show 
floor plans of dining rooms; ask 
students to divide up the stations 
and explain their decisions. 

Practice reading menus. 
Guest speaker: Foreign language 
instructor for one or more 
languages. 

Demonstration: Maitre d* or host _ 
person on taking the customer*s 
order. 

Vocabulary study through use of 
Hash cards, bingo games, and 
vocabulary downs. 
Assign each student to prepare 
one overhead transparency denot- 
ing the meaning of five assigned 
vocabulary words. 
Read: 



Role-play guests asking ques- 
tions'of servers, host person. 

Discuss abbreviations and 
number systems used for menu 
items. Practice taking orders 
from each other; have a third 
student read the orders to deter- 
mine their clarity and the correct 
use of abbreviations, number 
system. 

Assign each student to select a 
theme and prepare a limited selec- 
tion menu, demonstrating the 
knowledge of menu terminology. 

Practice serving food and 
beverage. 

Guest demonstration: Service of 
food to guests. 

Demonstration: Wine service by 
maitre d' hotel or representative 
of the wine industry. 
Read: 



Demonstration: Preparation of 
coffee using commercial equip- 
ment and/or ask a representative 
ol a coffee company to speak and 
demonstrate, to class. 

Practice preparing coffee and tea 
and serving it.- 
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RESOURCES 



FljDor plans: Designed by class or 
obtained from local restaurants 
through advisory committee. 



Menus from local dining estab- 
lishments. 



Vocabulary list in this guide. 

and/or^ 
Foodservice Vocabulary. 



The Essentials of Good Table 
Service,pp. 56-57. 

' and/or 
Lehrman, LevAs. Dining Room^ 
Service, pp. 101-109. 



Lehrman, Lewis. Dining Room 
Service, pp. 121-134. 

and/or 

The Sale of Wine in Restaurants, 
and/or 

ne Story of Wine and Its Uses. 



"Host Person" continued next page 
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"Host Person" continued 



OBJECTIVES 



TEACHING METHODS 



RESOURCES 



5. Obscrve guests' needs and fill 
additional requests. 



6. Resolve any complaints by 
guests. 



7. Schedule dining reservations. 



8. Requisition supplies for the 
dining roorii^ 



9. examine and count supplies 
received in the dining room. 



10. Inspect dining room set 
up, serving stations, and 
equipment. 



11. Observe and check foods 
being served. 



List guest requests and special 
needs that can be anticipated. 
Read: 



Film:' 

Discuss premise that "the cus- 
tomer is always right." 

Read: 



Film: 

Guest speaker: Host person or 
maitre d* hotel to sp^ak on 
method used for reservations. 

Give students situations of tables 
available, plus given reservations, 
and ask the student to discern or 
demonstrate: 

• If there is room for the party 

• At ^at time the party/ could 
be accommodated 

• A polite turn down 

Use transparency to show requi- 
sition form sample. 

Practice filling out requisition 
form correctly. / 

Read: 



Divide class into pairs. Have 
one student fill requisition with 
supplies; second student check 
for accuracy. 

Set up several covers (some in- 
correctly); have students evalu- 
ate for accuracy and make neces- 
sary changes to bring all covers 
up to standard. 

Discuss the need to check plates 
of food for appearance as they are 
served. 

Discuss what to do if an inferior 
plate of food is in front of a 
guest who has not complained. 



Lehrman, Lewis. Dining Room 
Service, pp. 50-58. 

Handling Complaints^ 



Dietz, Susan. The Correct Wait- 
ress, pp._2-30. 

and/or 

Lehrman, Lewis. Dining Room 
Service, pp. 53-57. 

Courtesy : Food Service Is People 
Service. 



See Appendix: Storeroom 
Requisition. 



Ray, Mary Frey Exploring Profes- 
sional Cooking, pp. 69-70. 



The Essentials of Good Table 
Service, pp. 3-18. 

and/or 

Lehrman, Lewis. Dining Room 
Service, pp. 83-100. 
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Restaurant Server 

General Objective: 

A student trained as a restaurant server will be able to serve 
guests their individual orders in a pleasant and efficient manner. 

To accomplish this objective, the student wlli: 

1. Present menu to guest. 

2. Set up covers. 

3. Make suggestions regarding food. 

4. Answer questions regarding food and service. 

5. Write out food and beverage orders. 

6. Relay orders to kitchen. 

7. Carry, ser\^e, and clear all orders for guests. 

8. Serve all beverages to guests. 

9. Dish up salads, soups, desserts, and other pre-prepared 
items. 

10. Observe guests to fulfill additional requests, replenish bev- 
erages. 

11. Direct all complaints to supervisors without upsetting 
guests. 

12. Sell to build up the average check. 

13. Present itemized check to guest. 

14. Accept payment or refer guest to the cashier. 

15. Do assigned "sidework." 

16. Carry a tray of dishes safely. 



OBJECTIVES 


TEACHING METHODS 


RESOURCES 


The student will: 

1. Present menu to guest. 


Demonstration: Presenting the 
menu in a courteous manner by 
restaurant server or instructor. 

Read: 
Filmstrips: 


Dietz, Susan. The Correct Wait- 
ress, pp. 1-30. 

Waiter/Waitress, aiid/or 
Lehrman, Lewis. Dining Room 
Service, pp. 83-100. 

Wally, the Willing Waiter. 

and/or 
What Is a Waitress? 
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^Restaurant Server'' continued 



OBJECTIVES 


TEACHING METHODS 


RESOURCES 


2. Set up covers. 


Demonstration: Variety of cover 
set-ups. >• 
Practice set-up with and without 
guest. at the table,. 




V 

3. Make suggestions regarding 
food. 


Discuss reasons for building up 
the check. 

Role-play check-building tech- 
niques while piesenting menus. 

Films trip: 
Read: 


Change on the Table. . 
Th ' Sale of Wne in Restaurants. 
and/or 

The Story of Wine and Its Uses. 


4. Answer questions regarding 
food and service. 


Read and interpret a variety of 
menus. 

Practice vocabulary used on 
menus through use of following: 
\ •Crossword puzzles 

• Matching games 

• Flash cards 

• Slices 

Show food item slides,- ask stu- 
dent to identify the food item 
and explain how it is served in a 
manner appealing to the guest. 

Practice answering questions 
regarding menus. 


Vocabulary list in this guide. 

and/or 
Foodservice Vc '^abulary. 


5. Write out food and beverage 
orders. 


Practice writing food and bever- 
age orders. 

Study common abbreviations for 
some menu items. 
Role-play taking verbal food and 
beverage choices and writing 
them as orders. 


Dalimer, Sondra, Tlie Waiter and 
Waitress Ttainwg Manual. 


6. Relay orders to kitchen. 


Discuss various methods used to 
relay orders to the kitchen. 




7. Carry, serve, and clear all or- 
ders for guests. 


Practice sanitary and safe'^ty 
techniques for carrying orders 
and presenting them at the din- 
ing table. 

Film: 

Discuss a variety of services 
such as blue plate, Russian, 
French. 

Visit establishments using each 
type of service. 

Guest speaker: Restaurant man- 
ager, host, or maitre d'hotel to 
speak on each type of service, its 
qualities, time requirements, etc. 
Read: 


Smart Waitress. 
' Foodservice Safety. 


8. Serve all beverages to guests. 


Demonstration and practice: ^ 
Beverage service. Ilavq the 
student practice serving with 
cups and glasses filled with 
water. 





**Restaurant Server** continued on next page 
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"Restaurant Server" continued 



OBJECTIVES 



9. Dish up salads, soups, des- 
serts, and other pre-prepared 

^ items. 

10. Observe guests to fulfill addi- 
tional requests, replenish bev- 
erages. 



11. Direct all complaints to 

supervisors without upsetting 
' guests. 



TEACHING METHODS 



12. 



Sell to build up the average 
check. 



13. 



Present itemized check to 
guest. 



14. Accept payment or refer guest 
to cashier. 

15. Do assigned "sidework." 



16. Carry a tray of dishes safely 



Discuss portion control and 
dish-up of food items. 

Piscuss reasons forieing alert to 

needs of guests. 

Filmstrip: 

Discuss conducting a station 
survey at regular intervals. 

Film: 

Discussion. 

Role-play various complaint 

situations. 

Filmstrip : 

Read: 



Discuss advantages of high 
check to the server and to the 
house. 

Discuss possible techniques for 
check-building. 
, Filmstrip: 
List all the times dunng guests' 
stay that the server has the op- 
portunity to sell to increase the 
check. 
Filmstrip : 

Give a basic math test to deter- 
mine each student's computa- 
tional ability 

Arrange for supplemental math 
assignments for students needing 
remedial help. 

Borrow an adding machine or 
arrange for students to practice 
on adding machines in business 
education department classrooms. 
Practice presenting the check to 
the guest thiough role-play tech- 
niques. 

Discuss diffei ent procedures for 
payment of check. 

Discuss a* types of station 
"sidework. 

Visit a restaurant to observe 
'^sidework" duties and how they 
are conducted. 
Guest speaker:'Food service 
manager to discuss "sidework." 

Practice carrying loaded tray, 
prearranging plates, glasses, 
cups, etc. for safety in transport. 



RESOURCES 



Change on the Table. 



Handling Complaints, 



The Courtesy Caper. 
Waiter/Waitress. 

and/or 

Lehrman, Lewis. Dining Room 
Service, pp. 53-57. 



Change on the Table, 



That Extra Something', 



Harris, Ellen A. Professional Res- 
taurant Service. 



Note: Servers, not cooks, are being trained. It is better to practice serving actual food in the school cafeteria 
and/or faculty dining room than to spend time preparing food for use in training. If a food preparation class meets 
; the same time as the hospitality class, coordinate the two classes in order to have prepared food for training use. 
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Banquet Server 



General Objective: 

A student trained as a banquet server will be able to attend to 
guests* needs in a **set menu "group service situation. 



To accomplish this objective, the student will: 

. 1 . Set up covers, banq» et style. 
2^ Answer questions-xegarding-food and sendee. 

3. Carry and serve ''set menu" items to guests. 

4. Serve all beverages to guests. 

5. Observe guests to determine additional dining needs. 

6. Direct all complaints to supervisor. 
7 Clear food at the end of each course. 
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OBJECTIVES 



The student will: 

1. Set up covers, banqu^et style. 



2. Answer question^ regarding 
food and service. 



3. Carry and serve set menu 
items to guests. 



4. Serve all beverages to guests. 



5. Observe guests to determine 
additional dining needs. 

6. Direct all complaints to 
supervisor. a 



7. Clear food at the end of each 
course. 



TEACHING METHODS 



Demonstration: Banquet style 
covers. 

Student practice: In teamr of 
two, have one student p^ ictice 
setting up, second student explain 
and/or evaluate the covers. 
Film: 

Study vocabulary words com- 
monly found on a menu througn 
use of the following: 
•Flash^canls - - 

• Bingo games 

• Spdl downs 

• Vocabulary downs 

Collect banquet menus from local 
restaurants and hotels; role- 
play server/guest situations. 

Discuss special rood orders and 
exceptions to "set menu." 
Demonstration: Serving. 

Filmstrip: 

Practice serving in ckss. Ai ge 
to have students ierve teach a 
their plate lunches m the cafeteria 
to gain confidence and skill. 
Guest speaker: Banquet server/ 
banquet manager from a hotel, 
restaurant, or club. 
Read: 

Demonstration: Proper beverage 
service. 

Practice beverage service. 
Have students conduct a sit- 
down coffee and dessert for 
a group and dc the serving. 

Discuss potential dining needs of 
guests. 

Discuss reasons for referring 
complaints to a supervisor. 

Films: 



RESOURCES 



Demonstration: Clearmg a table 
quickly. 

Practice clearing tables. 
Film: 



The Essentials of Good Table 
Service, pp. 8- 16. 



Table Settings. 

Voc^ Hilary list in this guide, 
and 

Foodservice Vocabulary, 



Change on the Table. 



Lehrman, Lewis. Dining Room 
Service, pp. 165-168. 

The Essentials of Good Table 
Sernce, pp. 14-20. 



Courtesy: Food Service Is 
People Service, 

and/or 

Handling Complaints. 

and/or' 
Smart Waitress. 

The Essentials of Good Table 
Service, pp. 10-27. 

Mr Busboy. 



Room Service Server 



General Objective: 

A student trained as a room service server will be able to serve 
guests food and beverages in their rooms. 

To accomplish this objective, the student will: 

1. Set covers on room service trays and tables. 

2. Prepare ice water, beverages, and condiments accordi ng to 
the individual order. 

r 

3. Take food from kitchen and cover properly to retain tem- 
perature for sanitation as well as food appeal purposes. 

4. Follow procedure for entering guest room and delivering 
food. 

5. Obtain payment or guest's signature on check. 

6. Do station "sidework" as required by the house. 

7. Account for all guest checks at the end of the shift. 

8. Collect and return to the kitchen all room service trays 
delivered during the shift. ^ 




\ 

\ 



OBJEOTIVES 


TEACHING METHODS 


RESOURCES 


The student will: 






1. Set covers on room service 


i/emon^irauon. L-over sei-'up. 




trays and tables. 


Practice cover ict^ups in pairs. 






Read: 


Lehrman, Lewis. Dining Room 


1 * 




Service, pp. 101-109. 


2. Prepare ice water, beverages, 


EKscuss importance of having 


» 


1 and condiments according to 


necessary items on room 




1 the individual order. 


service table before delivery. 




1 


Anfllv7i* nrd<*rQ to detGrminG 






necessary silver, dishes, 2nd 







condiments. , ( 




1 3. Take food from kitchen and 


Discuss importance of main- 




1 cover properly lo reiain lem 


'^intno nrAnpr fonH tPtnnpratiirp 




1 npratiir^ fnr Sanitation as 


control. ^ 




1 well as food appeal purposes. 






1 4, Follow procedure for entering 


Film: 


Room Service. 


1 guest room and delivering 






1 food. 


nic{ues. tvoie*piay service suiudiiuiia. 




1 5. Obtain payment or guest's 


Discuss methods by which guest 




1 signature on check. 


may pay. Practice delivery of 






check. Practice filling out 






and piocessing credit card 






fornt;. 






i^cture/demonstration: Bank 






credit manager. 






Film: 


Hanaltng Credit Cards. 




Read: 


Handhng Money. 


1 6. Do station "sidework" as re* 


Film: 


Room Service. 


1 quired by the house. 


Discuss types of station "side- 


I fie essentials oj uooa laoie 


worK. vyoserve siaiiuii aiuo 


Spivirp nn 10—15 




work" in a restaurant operation. 




1 7. Account for all guest checks 


Guest speaker; Fooa and ^ 




1 at the end of the shift. < 


beverage controller. 




1 8. Collect and return to the 


Film: 


Room Service. 


1 kitchen all room service trays' 






1 delivered during the shift. 
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Bus Person 



General Objective: . 

A student trained as a bus person will be able to clear and set up 
tables and serve water and other nonalcoholic beverages. 

To accomplish this objective, the student will: 

1. Prepare and serve beverages, 

2. Replenish food at serving stations. 

3. Fill beverage dispensers. 

4. Determine and fill guest needs for refills and additional 
silver or dishes. 

5. Clear counters or tables and reset. 

6. Stack dishes iJroperly and 'return them to the dish 
machine operator in kitchen. 

7. Replenish supply of linens, silverware, glasses, and dishes 
at the serving stations in the dining room. 

8. Clean serving stations. 

9. Pohsh metal and glass on fountains and serving bars. 
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OBJECTIVES 


TEACHING METHODS 


RESOURCES 


\ 


• The Student will: 
h Prepare and serve beverages. 


Demonstration: Proper beverage 
.service. 

Laboratory practice. 
Film: 

Learning kit: 


The Essentials of Good Table 
Service, pp. 14—20. 

Afr. Bus boy. 

Six Keys to Being a Better Busboy. 


2. Replenish food at serving 
stations. 


Discussion. 




3 Fill bever^ee disDensers 


Field trip /demonstration: Facility 
with-beverage dispensers. — 






Guest speaker: Beverage dis- 
penser salesperson. 


\ 
1 


4. Determine and fill guest needs 
for refills and additional silver 
or dishes. 

5. tCIea; counters or tables and 
reset. 

* 


Discussion. 
Filmstrip* 

Demonstration: Clearing and 
stacking dishes. 
Laboratory practice: Table 
setting. 
Learning kit: 


\ 

JacK ana the oean rtate* 

The Essentials of Good Table 
Service, pp. 1-13. ^ 

Busboy Self Training Kit. 


6. Stack dishes properly and return 
them to the dish machine 
operator in kitchen. 


UlSCUodlvlIl. 

Read: 




7, Replenish supply of linens, 
silverware, glasses, dishes at 
the serving stations in the 
dining room. 


Demonstration: Examine various 
iypei of linens, glassware, 
i^hes, and silverware. 
Form displays of supplies and 
ask students to name each item. 




8. Clean serving stations. 


Demonstration: Geaning tech- 
niques for stainless steel, por- 
celain, and formica. 
Practice: Cleaning techniques for 
stainless steel, porcelain, and 
formica. 


■\ 


9. Polish metal and glass on 
fountains and serving bars. 


Demonstration: Polishing metal 
and glass. Have students clean 
and polish stainless steel and glass 
surfaces. 


\ 
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Banquet House Person 



General Objective: 

A student trained as a banquet house person will be able to set up ; 
andxlean a banquet or meeting room accordinz to written orders. 

To accomplish this objective, the student will: ' 

1. Set up and ta ke down table s and ch airs. 4. Set a por table dance flo or. 




2. Drape a head table. 5. Operate a commercial vacuum cleaner, 

k Set up a podium and microphone. 6. Set up audiovisual equipment. 



OBJECTIVES 


EACHING METHODS 


) 

RESOURCES 


The student will: 






IT^'vSct up and take down 'tables 
^ and chairs. 


Demonstration/discussion.' 
Various :sty las of meeting room 
and banquet room set-ups. 
Observation: A banquet house 
person on the job. 
Practice: Require students to 
set up room according to 
written instructions. 




2. Drape a head table. 


Demonstration by a banquet 
house person or instructor. 
Laboratory practice: Have 
' pairs of students drape a table 
with cloth or butcher paper. 




3. Set up a podium and 
microphone. 


Guest speaker: Audiovisual staff 
person. 

Practice: Set up polium and 
microphone under the supervi- 
sion of the audiovisual staff. 




4. Set up a portable dance floor. 


Tour and demonstration: Hotel. 




5. Operate a comm';rcial vac- 
uum cleaner. 


Demonstration: Commercial 
vacuum cleaner representative 
to shovz the use of the cleaner 
on different types of carpet. 


Tucker, Gina. The Science of 
Hoiisekr.epin^^, pp. 145-155. . 


6. Set up audiovisual equipment. 

\ 


Guest speaker: Audiovisual staff 
member. 

Practiv^e: Students will set up 
audiovL jal equipment for 
classroom use. 





\ 
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Housekeeping Aide 



General Objective: 

A student trained as a housekeeping aide will be able to clean 
a guest room to the specifications of an individual house in 
thirty minutes or less. « 



To accomplish this objective, the student will: 

L Fill out a requisition for supplies needed to bring the supply 
~ cart'up ToTiotel specific^ requisition for maintenance 
repairs. 

2. Stock a supply cart with the specified linen and cleaning 
supplies in thirty minutes or less so that duties can be 
performed without returning to thfe supply room during 
the work shift. 

3. Make a bed with mitered comers. 

4. Clean a porcelain surface with abrasiye and non-abrasive 
cleaners without leaving, a gritty or dull surface. 

5. Clean stainless steel surface with abrasive and non- 
abrasive^cleaners and leave it shining\nd spotless. 

6. Clean and sanitize a tub; shower, and toilet. 

7. Clean and polish wood surfaces. 

8. Clean a tile, vinyl; or linoleum floor. 

9. Operate a commercial vacuum cleaner; clean carpets. 

10. Clean and shine glass surfaces. 

11. Replenish guest supplies, towels. 

12. Dispose of ashes and waste. 



EXPLANATORY NOTES: The cleaning procedures and standards of an 
individual house will vary, but the skills needed to meet those specifi- 
cations ( L e, , cleaning porcelain, glass, stainless steel; vacuuming; and 
dusting) will be similar. 

The student should see specification sheets from a variety of hotels in 
order to note their differences and similarities (see Appendix). Additional 
specification sheets may be obtained from local hotels through the 
advisory committee 

llic recommended time spent in training housekeeping aides on the job 
is thirty hours. Tfie aide is then allowed up to two weeks of work to 
attain the ability to clean an average of fifteen rooms per day. 

Some hotels clean every room daily as if it were a checkout. Others re- 
place linens and do minimum housekeeping duties if the guest remains. 
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OBJECTIVES 



The student will: 

1- FiO out a requisition tor 
supplies needed to bring the 
supply cart up to hotel speci- 
fications; requisition for 
maintenance repairs. 



2. Stock a sup^plylrart' witK the " 
specified linen and cleaning 
supplies in thirty minutes or 
less so that duties can be per- 
formed without returmng to 
the supply room during the 
work shift. 



TEACHING METHODS 



3. Make a bed with mitcred cor- 
ners. 



4. Clean a porcelain surface 
with abrasive and non- 
abrasive cleaners without 
leaving a gritty or dull sur* 
face. 



Clean stainless steel surface 
with abrasive and non- 
abrasive cleaners and leave it 
shining and spotless. 



Use overhead projector to show a 
copy of a requisition form filled 
out correctly. 

Practice filling out sample requi- 
sition forms until the student 
can correctly perform the 
assignment. ^, 

Fill out sample repair 
requisition forms. 

Give student a'list of supplies' 
and equipment to identify count, 
and place on cart. 

Provide samples of various 
linens for students to see and 
identify by name. 

Field trip: Hospital, hotel, 
ox motel linen department, or 
a linen purveyor. 

Demonstration by housekeep- 
ing aide (hotel, motel, or 
hospital). 
Read: 



Demonstration by instructor 
or housekeeping aide. 

Individual practice by student 
with teacher and other students 
in supervisory role. 

Film: 

Demonstration: Representative 
of a cleaning supply company 
or hotel housekeeper. 
Student practice. 
Read: 



Filmstrips: Obtained from 
hotel corporations. 

Film. 

Demonstration: Representative 
of a cleaning supply company. 



RESOURCES 



See Appendix: Storeroom 
requisition. 

Crawford, Hollie W. Metric 
Workbook for Food Service/ 
Lodging. 



A stocked supply cart. 



Axler, Bruce H. Focus on 
Room Care for Hotels and 
Motels. 



The Maid: Making up the Room. 



Hicker, Gina. The Science of 
Housekeeping, pp. 83-94. 

and/ or 
Fales, John. Functional 
Housekeeping in Hotels and 
Motels, pp. 145-148. 

See Resources: Sources for 

Instructional Materials, Speakers, 

and Field Trips. 

The Maid: Cleaning the Bath 

room. 
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''Housekeeping Aide" continued 



OBJECTIVES 



6. Clean and sanitize a tub, 
shower, and toilet. 



7. Clean and polish wood sur- 
faces. 



^ — Clean a tile, vinyl, or s 
linoleum floor. 



9. Opmte a commercial vac- 
uum cleanei"/ clean carpets. 



10. Clean and shine glass sur- 
^ faces. 



1 1. Replenish guest supplies, 
towels. 



12. Dispose of ashes and waste. 



TEACHING METHODS 



Student practice. 
Read: 

Demonstration: Teacher, house- 
keeping aide, or executive 
housekeeper from a hotel or 
hospital. 

Student practice. 
Read: 
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Film: 



Demonstration: Cleaning wood. 
Lecture/demonstration: Types 
of wood surfaces and available 
cleaning agents. 
Guest speaker: Woodshop in- 
structor to talk on the care and 
treatment of wood. 

Read and discuss the ""Regular 
Care** sections for tile, vinyl, and 
linoleum floors in indicated texts: 



Demonstration: Head house 
person or a floor care specialist 
v'ith a janitorial service. 
Student practice on samples ob- 
tained from flooring companies. 

Demonstration: Representative 
of a commercial vaccum cleaner 
company will use cleaner on 
different types of carpet. 

Demonstration: Cleaning glass. 

Student practice. 

Read: 



Discussion: Checking guest room 
to replenish supplies. 



Discuss ecological use of waste 
materials. Discuss methods of 
waste disposal. 
Guest speaker: Sanitarian. 



Ox 



RESOURCES 



T\icker,Gina. The Science of 
Housekeeping, pp. 83-94. 



Tucker, Gina. The Science of 
Housekeeping, p. 86. 

and/or 

Being a Housekeeping A ide. 
and/or 

Training the Housekeeping 
Aide, pp. 8-10. 

The Maid: Cleaning the Bath- 
room, 

See Resources: Sources for 
Instructional Materials, Speakers, 
and Field Trips. 



Berkeley, B. Floors and Floor 
Maintenance, pp. 13, 22, 34. and/or 
Fales, John. Functional House- 
keeping in Hotels and Motels, 
pp. 157-165. and/or 
Training the Housekeeping Aide, 
p. 16. 



Tbcker, Gina. The Science of 
Housekeeping, pp. 145-155. 



1\ickcr, Gina. Vie Scie^ice of 
Housekeeping, pp. 83-94. 
Training the Housekeeping Aide, 
pp. 12-13. 

See Appendix: Procedure for clean- 
ing guest room check-out. 
Tucker, Gina. The Professional 
Housekeeper, pp. 86-87, 238-239. 

1\icker,Gina. The Professional 
Housekeeper, pp. 106--108, 
236-237. 
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Linen Room Clerk 



General Objective: 

A student trained as a linen room clerk will be able to account 
accurately for the condition and location of all uniforms, linens, 
and supplies in the linen room. 

To accomplish this objective, the student will: 

1 . Take an accurate physical inventory of all uniforms, linens, and 
supplies. 

2. Mend tears in linens and uniforms. 

3. Fill out check-out forms for linens and supplies in legible 
manner. 

4. Determine when linens and uniforms should be replaced. 

5. Handle telephone requests and complaints directed to 
housekeeping. 

6. Count supplies, linens, and uniforms in and out to deter- 
mine that each worker has accounted for every item. 

7. Process all "check-out" and "in order" rooms communica- 
tions between housekeeping and the front desk. 

8. Process all lost and found items according to hotel poHcy. 



OBJECTIVES 



The student will: 

1- Take an accurate physical 
inventory of all uniforms, linens, 
and supplies. 



TEACHING METHODS 



Mend tears in linens and uni- 
forms. 
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Simulate situation for student to 
inventory a limited number of 
items. 

Discuss the perpetual and the 

physical inventory. 

Guest speaker: A person from 

hotel housekeeping or from any 

busmess n. intaining an inven- 

toiy of smali items. 

For a period of one to two 

months, assign each student to 

keep a perpetual and physical 

inventory of five to ten classroom 

supplies. 

Demonstration: Use of sewing 
machine. 

Demonstration: Repair of tears 
in flatpieces. 

Demonstration: Sewing on a 
button. 

Demonstration: Repair and/or 
replacement of faulty zippers. 
Allow time for the student to 
practice demonstrated skills. 



RESOURCES 



Supervisory Housekeeping, 
pp. 94-97. 



Clothing text of teacher's choice. 
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"Linen Room Clerk'' continued 



OBJECTIVES 



TEACHING METHODS 



RESOURCES 



Fill out check-out forms for 
linens and supplies in legible 
manner. 



Determine when linens and 
uniforms should be replaced. 



Handle telphone requests and 
complaints directed to 
housekeeping. 



6. Count supplies, Imens, and 
uniforms m and out to deter- 
mine that each worker has 
accounted for every item. 



Process all "check-out" and 
"in order" rooms communi- 
cations between housekeep- 
ing and the front desk. 



Process all lost and found 
items according to hotel 
policy. 



Make transparencies to show 
forms obtained from hotel advi- 
sory committee members. 

Have student fill out practice 
forms for various supply requests 
and fill the orders. Check accu- 
racy of supplies gathered to 
supplies requested. Exchange 
supply requisitions for other stu- 
dents to fill to assure that forms 
are legible. 

Discuss wear ! e of linens and 
uniforms. 

Show examples of linens and 
uniforms and discuss their ap- 
pearance and possibilities for re- 
pair. Permit students to make the 
decision to keep or dispard. Ob- 
tain clean discards from local 
hotels for this purpose. 

Guest speaker: Local telephone 
company will furnish a speakei^ 
and/or film. 

Practice good telephone courtesy 
techniques. 

Discuss the difference between 
personal feelings about com- 
plaints, hotel policy on guest 
complaints. 

Guest speaker: Speech teacher to 
talk on the control of the voice 
to h^ep personal judgments from 
being communicated by voice 
tone. 

Practice filling orders, counting 
out supplies, afid checking 
supplies back into the linen 
room. 

Practice accurate identification 
of requested supplies. 

Discuss various methods used to 
communicate between front 
office and housekeeping. 
Slides of various systems taken 
at local hotel sites and role-play 
situations acted out by the stu- 
dents. 

Study several methods for con* 
trol of lost and found. 

Have student interview by tele- 
phone or in person one hotel of- 
ficial and report back on lost and 
found policy. 



Tbcker, Gina. The Professional 
Housekeeper, p. 260, 



Hotel linen and uniform dis- 
cards. 

Bradley, L. A. The Selection, 
Care, and Laundering of Institu- 
tional Textiles, p. 68. 



Telephone Company. 
Telefhone Manners. 



Hicker, Gina. The Professional 
Housekeeper, pp. 311-312 

Sup crvisory Housek eeping. 
pp. 33-36. 



Supibvisory Housekeeping. 
pp. 9^00 

Tbcker, Gina, The Professional 
Housekeeper, pp. 256» 263-264. 
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Laundry Worker 



General Objective: 

A student trained as a laundry worker will be able to launder all 
linens and uniforms correctly. 

To accomplish this objective, th^ student will: 

L Sort linens and uniforms by color and fabric for laundry 
process. 

2. Wash and dry permanent press articles to assure that they 
are in wrinkle-free condition. 

3. Operate commercial washer, dryer, and folding machines. 

4. Hand fold linens. 

5. Femove stains from linens and uniforms. 

6. Operate a commercial ironing machine. 



OBJECTIVES 


TEACHING METHODS 


RESOURCES 


The student will: 






I. Sort linens and uniforms by 
color and fabric for laundry 
process. 


Discuss reasons and guidelines 
for sorting linens and uniforms. 

Supply a collection of linens and 
uniforms and have student sort 
them. Have student explain why 
each item is sorted into each 
category. 


orauiey, L. a. / tie oeieciion. 
Care, and Laundering of Institu- 
tional Textiles, pp. 50-62. 


2. Wash and dry permanent 
1 press articles to assure that 
1 they are in wrinkle-free con- 
1 dition. 


Discuss the general care of per- 
manent press Items. 

Have student wash a load of 
permanent press items correctly. 


Bradley, L. A. The Selection, 
Care, and Lnundering of Institu- 
tional Textiles, pp. 84-9 1 . 


1 3. Operate commercial washer, 
1 dryer, and folding machines. 


Guest speaker: Commercial 
laundry equipment sales repre- 
sentative or laundry manager. 

Tour: Large commercial laundry 
(outside a hotel, if possible) for 
an overview of equipment and 
techniques. 

A cooperative education plan or 
work experience could provide 
students with on-the-|ob training 
in a hotel or commercial laundry 
to develop skill in operating the 
machines. 


Ibcker, Gina. The Professional 
Housekeeper, pp. 321-334. 


1 4. Hand fold linens. 


Demonstration: How to hand 
fold various types of linens. 
Students practice folding linens. 
Check for neatness and accuracy. 





^Laundry Worker'' continued rjefxt page 



Laundry Worker" contimed 


OBJECTIVES 


TEACHING^METHODS 


RESOURCES 


5. Remove stains from linens 
and uniforms. 


Llscuss types of scams and basic 
techniques for removal. 

Practice reading stam removal 
charts. 

^' Have students determine type of 
stain and remove from sample ol 
fijbric by accepted method. 

\ 


Bradley L. A. The Selection, 
Core, and Laundering of Institu- 
tional Textiles, pp. 59-62. 


A Onpfiitp a pnmmi»rpi'il irnnina 

machine. • 


luui d ^uitiitici Viol iduciuiy. 

Demonstration: Commercial 
laundry equipment sales repre- 
sentative. 








HGuse Person 

General Objective: 

A zludent train. as a house person will be able to operate 
the equipment used to clean hotel. 

To accomplish this objective, the student will: 

1 . Operate a commercial floor polisher, 

2. Operate a commercial carpet shampoo machine. 

3. Clean a glass surface. 

4. Clean stainless steel surface. 

5. Operate a commercial vacuum machine. 

6. Polish wooden surfaces. 

7. Damp mop floors. 

8. Apply wax lo floor surfaces. 

9. Wash wall surfaces. 

10. Damp wipe and polish plastic surfaces. 

11. Dust furniture and fixtures. 



OBJECTIVES 


TEACHINr METHODS 


RESOURCES 


The student • ill: " 






1. Operate a commercial floor 


Read: 


Berkeley, B. Fhxfrs and Floor 




Demonstration: School custo- 


Mofnten-^ricc.pp, lOi 10* 




dian or commercial lamtonal 






service person. 
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OBJECTIVES 


TEACHING METHODS 


RESOURCES 


2. O;)* rate a commercial carpet 
shampoo machine. 


Read: 

Demonstration: Teacher or 
commercial carpet cleaner 
specialist. 

Related Experience: Have each 
student spend one hour observ- 
ing a commercial carpet cleaner 
specialist on the job. 


Berkeley, B. The Selection and 
Maintenar^e of Commercial 
Carpet, pp, 42-50, 


1 3. Clean a glass surface. 


Demonstration: Cleaning agents. 

Have each student clean a glass 
surface with three different 
cleaning agents, or compare plain 
water, a retail window cleaner, 
and a commercial jaiutorial 
product. 

Read: 


Training (heMousekeeping Aide, 
pp. 12-13 . 


1 4. Clean stainless steel surface. 


Demonstration: Use of abrasive 
and non-abrasive cleaning 
dgents. 

Have each student clean and 
shine a stamless steel surface. 




1 5. Operate a commercial vac* 
1 UK machine. 


Read: 


Berl,eley, B. The Selection and 
Mamtenance of Commercial 
Carpet, pp. 36-40, 


1 6 Polish wooden surfaces. 


Demonstration: Cleaning agents. 

Discuss types of wood and wood 
finishes. 

Pr v^ide samples of various wood 
surfaces and cleaning agents. 
Student will select the best 
method and agent to clean and 
polish each surface. 




7. Damp mop floors 

8. Apply wax to floor surfaces. 


Read: 
Read: 

Supply students with sample 
squares of flooring to clean, wax, 
polish, and strip the wax 


1 Berkeley, B. Floors and Floor 
Maintenance, pp. 85-105. 
Training the Housekeeping A ide, 
Chapters 6 and 7, 

Berkeley, B. Floors and Floor 
Maintenance, pp. 100^105. 


9. Wash wall surfaces 


Lecture/demonstration* Various 
wall finishes and suitable clean- 
ing methods. 

Practice selecting and using clean* 
ing methods for different surfaces. 




H lU. l-/iimp WipL Uim pOllSII |['U1M1C 

I surfaces. 

1 11. Dust furmiure ami fixtures 


Demonstration /Student practice. 
Read: 


Training the I/ousekeepmg Aide,, 
Chapter 4. 
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Floor Housekeeper 



General Objective: 

A student trained as a floor housekeeper will be able to perform 
and supervise all the tasks of the housekeeping aide and 
house person. 




To accomplish this objective, the student will: 

1. Assign housekeeping aides their rooms for the shift. i 

2. Check each housekeeping aide's cart to assure that it is 
equipped and supplied to allow housekeeping aide to do 
the job without returning to supply room. 

3. Inspect rooms repo' "d by the hous^keeping^ide to be "in 
^^der" to assure ib he room is ready fo^^ guest. 

4. Report inspected ,i order" rooms so that they may be 
ready for occupancy. ^ 

5. Replace all stained, torn, or burned linens for the house- 
keeping aide and send items along with a work order to 
the linen room for repair or disposal. 

6. Check all "do not disturb" rooms after check-out time by 
phone and report any "no answers" to the assistant man- 
ager immediately. 

7. Check all housekeeping aides' room slips before they go 
off shift to determine uncleancd rooms to be reassigned 
for the next shift. 

.8. Train all ne' - housekeeping aides and house persons for 
assigned floorfs). 

9. Order needed supplies. 

10. Report any major troubles such as plumbing, electrical, 
or carpentry problems to the executive 'lousekeeper. 

1 1 . Require housekeeping aide to resolve any problems found 
in inspected rooms. 

12. Clean a room to the standards set in the hotel for house- 
keeping aides. 
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OBJECTIVES 



ERIC 



The student will: 

1. Assign housekeeping aides 
their rooms for the shift. 



Check each housekeeping 
aide's cart to assure that it is 
equipped and supphed to 
allow housekeeping aide to do 
the lob without returning to 
the supply room 

3. Inspect rooms reported by the 
housekeeping aide to be "m 
order" to assure that the room 
is ready for a guest 



Report inspected "in order" 
rooms so that they may be 
ready for oecupancy. 

Replace all sti*. , tor*^ or 
burned linens for the house- 
keeping aide and send items 
along with a work order to 
the linen room for repair or 
disposal. 



6. Check all "do not disturb" 
rooms after check-out time by 
phone and report any "no an- 
swers" to the assistant man- 
ager immediately. 



TEACHING METHODS 



Study the conimunication sys- 
tems hotels use to relay informa- 
tion regarding room status be- 
tween the front desk and the 
housekeeping department. 

Guest speaker: Front desk man- 
ager. Topic: Determining rooni 
stattis. 

Guest speaker: Executive 
housekeeper. Topic: Room 
Assignments. 

Set up hypothetical lists of check 
ins. check-outs, hold-overs, for a 
hotel and have students prepare a 
daily assignment, determining 
number of housekeeping aides 
needed to do tasks. 

Read: 



Study lists of supplies ^^ypically 
found on a supply cart. 

Practiee loading the supply eart 
according to a housekeeping sup- 
ply cart list supplied the student. 

Students should learn to identify 
errors in performance by super- 
vising each other in all activities 
of the class. 

Tour a hotel room with a tloor 
' housekeeper, pointing out the 
items checked. 

Prepare a cleanliness checklist 
for the classroom and require 
students to inspect th^ <oom. 

Study the communication sys- 
tems used betw. en front desk 
and the housekeeping depart- 
ment. 

Check linens of home economics 
department, or ask a laundry to 
lend you a selection of new ana 
used linens for a day. to deter- 
mine whether they should be 
replaced or repaired. 

Fill out work'ord* forms ob- 
tained from local hotels concern- 
ing Items determined to be re- 
pairable. 

Discuss house procedures for en- 
tering a room when there is no 
answer and It IS after cht*.' out 
time. 
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RESOURCES 



'Ricker, Gina. The Profe<>sional 
Housekeeper, pp. 31 1-312. 



See Appendix: Housekeeping 
Supervisor. 



Fales.John. Functional House- 
keeping in Hotels and Motels, 
pp. 45 -56. 

See Appendix' Procedure for 
cleaning guest room 
\ check-out. 

Tucker, Gina. The Professional 
Housekeeper, pp. 90-94. 



Pfeffer, VV. B. The Correct Maul 
for Hotels and Motels, 
pp.21 23,25-26. 



"Floor Housekeeper" continued next page 
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"Floor Housekeeper" continued 



OBJECTIVES 


TEACHING METHODS 


RESOURCES 


7. Check all housekeeping aides' 
room slips before they go off 
shift tQ determine uncleaned 
rooms to he-reassigned for the 
next shift. 


Discuss reporting procedures if a 
"skip" IS suspected. 


Pfeffer, W. B. The Correct Maid 
for Hotels and Motels, p 20. 


8. TVain all new housekeeping 
aides and house persons for 
assigned floorjsl. 


Di<;cuss techniques for on-the- 
job training such as observation, 
demonstration 

Role-play training each other as 
housekeeping aides. 
Role-play training each other as 
house persons. 
Read: 


See housekeeping aide section of 
this guide. 

Fales, John. Functioml House- 
keeping in Hotels and Motels, ^ 
pp. 63-77, 79-98. 




Films 


Tiie Maid: Making Up The Room. 
and/or 

Tlie Maid: Cleaning The Bath- 
room, 


9." Order needed supplies 


Practice filling requisitions for 
supplies from the central supply 

Visit the storeroom t a large 
business to observe storage pro- 
cedures 


Ray. Mary ficy.Explorin}^ Profcs^ 
sional Coo/c//?js', pp. 69-70. 


10. Report any maior troublei> 
such as plumbing, electrical, 
or carpentry problems to the 
executive housekeeper. 


Tour school fociltties and prac- 
tice identifying problems requir- 
ing repair, i.e.. loose tiles, dripping 

luLlV.Cl9, WUIll CuipClo, Lie 




1 i. Require housekeeping aide 
to resolve any problems found 
in inspected rooms. 


Use a hotel public area inspec- 
tion list to evahiate school's 
facilities. 




12. Clean a room to the standards 
set in the hotel for house- 
keeping aide. 


Practice all competencies re- 
quired of a housekeeping aide. 


See housekeeping aide section of 
this guide. 




FRONT 
DESK* 



Reservations Clerk 

General Objective: 

A student trained as a reservations clerk will be able to make ad- 
vance reservations per guest request. 

To accomplish this objective, the student will: 

1. Receive reservation inquiries and i^iformation via tele- 
phone, teletype machine, computer, and from guests in 
person. 

2. Write and/or type reservation slips. 

3. Mail confirmations to future guests. 

4. Quote rates and available facilities upon request. 

5. Relay occupancy information to other employees as de- 
termined by house policy. 




Key Clerk 

General Objective: 

The student trained as a key clerk will be able to organize, distrib- 
ute, and collect keys from guesh and employees to ensure maxi- • 
mum security. 

To accomplish this objective, the student will: 

1. Numeric ally sort keys for appropriate boxes or rings. 

2. Present correct keys to guests upon receipt of their regis- 
tration receipt. 

3. Assign keys to the bell person who assists guest with 
luggage. - 

4. Report any missing keys and the last known bearer to the 
front office manager. 

*Front Desk is included to present an overview of the entire hotel operation. 
This department requires many business skills which the home economics 
teacher may teach or which may be coordinated with a business education 
teacher. For this reason, specific methods and resources are not given. 
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Mail and Information Clerk 



General Objective: 

A student trained as a mail and information clerk -All be able to 
process guest and hotel mail and messages. 

7 

To accomplish this objective, the student will: 

L Sort and deliver in-coming mail. 

2^^^Ans>ver information requests on the telephonc^«3 from guests in person. 

3. SprTandbjnail all out-going hotel and guest mail. 

4. Operate the house message system for individual guest messages. 

5. Forward mail of guests who have checked out. 



Bell Person 

General Objective: 

A student trained as a bell person will be able, to handle all guest 
luggage and escort a guest to the^room. 

To accomplish this objective, the student will: 

1. Carry luggage. 

2. Escort guest to the room and prepare the room by turning 
on lights and adjusting room temperature controls. 

3. Greet guests in the mannei of the individual hotel. 



Door Person 



General Objective: 

A student trained as a door person will be able to assist guests as 
they arrive at and depart from the hotel. 

To accomplish this objective, the student will: 

1. Open and close all doors as guests enter and leave the building. 

2. Obtain taxi service for gucstS; direct auto traffic at hotel entrance. 

3. Alert bell service to guests' requests. 

4. Provide guests with information regarding bus ser^^^e and 
other local transportation service. 
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BUSINESS DIVISION 
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PURCHASING Storeroom Clerk 



General Objective: 

The student trained as a storeroom clerk will be able to check in, 
store, and check out s^wplies in a manner which provides maxi- 
mum, accountability and control 



To accomplish this objective, the student will: 

1. Read all invoices and order forms to compare with goods 
received. 

2. Stor . mean, according to date, to assure their freshness 
for as long as possible. 

3. Store all dry goods on palettes off the floor. 

4. Take a physical inventory. 

5. Keep a perpetual inventory ou irequently used items. 

6. Extend prices to determine dollar value of inventory. 

7. Report all items which are below par stock to the pur- 
chasing agent. 

8. Identify standard can sizes by sight. 

9. Rotate stock to asf re old stock is used first. 

10. Fill out all in-house requisitions. 

1 1. Fill and deliver all in-house orders according to verified 
in-house requisitions. 



OBJECTIVES 


TEACHING METHODS 


RESOURCtiS 


The student will: 

1. Read all invoices and order 
forms to compare with goods 
received. 


Lecture The purchasing cycle. 

Demonstration. How to read and 
compare the invoice and the 
order form to verify goods re- 
ceived. 

Guest speaker Purchasing agent. 
Guest speaker: Representative 
from a food purveyor company. 

Read. 

l-\\ms. 

/ 


Rosse. Lynn. Food Purchasing: 
Study Course. 

\ 

Crawford. HoUie W. Metric 
Workbook for Food Sen'ice/ 
Lodging, pp. 150^158. 

hood Purchasing I ' General 
Principles. 

Food Purchasing!!: !.et the 
Buyer Beware. 

Receiving and Storing. 
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OBJECTIVES 


TEACHING METHODS 


RESOURCES 






2. Store meats, according to 
date, to assure their freshness 
for as long as possible. 


Read: 

Discussion. 


Receiving Food in Food 
Service Establishments. 






3. Store all dry goods on palettes 
off the floor. 


Discussion. 








4. Take a physical inventory. 


Study terminology required for 
physical and perpetual inven- 
tories. 

Have students orgai • .e and 
conduct a physical inven- 
tory of classroom supplies. 


Crawford, Hollie W, Metric 
Workbook for Food Service/ 
Lodgrig, p. 159. 






5. Keep a perpetual inventory on 
frequently used items. 


Use the physical inventory taken 
in No. 4 labove) to establish and 

iliutniain a l^cipLiUdi iiivi^muiy 

of classroom supplies for one 
month. Upon completion, take a 
physical inventory and use it to 
verify the perpetual inventory. 








6. Extend prices to determine 
dollar value of inventory, 

below par stock to the pur- 
chasing agent 

/ 


Use the physical inventory taken 
in No. 4 and have students ex- 
tend the values. 
Assignment: Work problems. 

Set up realisuc par stocks for 
classroom supplies and, using the 
perpetual inventory taken in No. 
S, have students submit a list of 
supplies which are below par 


Ray. Mary ¥rcy. Exploring Profes- 
sional Cooking, pp, 65-88. 

Crawford, Hollie W. Metric Work- 
book for Food Service/ Lodging, 
pp. 156-157. 






8. Identify standard tan size^ by 
sight. 


Display and discuss standard can 
sizes. 


Ra^ . Mary Prey Exploring Profcs 
Clonal Cooking, p. 74. 






9. Rotate stock to assure old 
stock IS used first 


Discuss the importance of stock 
rotation and using the oldest 
supplies first. 

/• 


r 




1 


10. Fill out all in-house revjuisi- 
tions 

11. Fill and deliver all in-house 
orders according to verified 
in-house requisitions 


Set up a system of in-house req- 
uisitions for supplies needed by 
students for any class projects. 
Constant use of the requisitions 
will serve as the teaching 
methcxl as well as assist in pro- 
gram planning 

riave stuuents oigdnizL anu con 
duct a physical inventory of 
classroom supplies. 


See Appendix: Storeroom 
Requisition. 
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INSTRUCTIONAL RESOURCES 

Books and Pamphlets 

Amendola, Joseph. The Baker's Manual for Quantity 

Baking and Pastry Making (Revised edition). New York. 

Ahrens Book Co., 1972. 
Applied Foodservice Sanitation. Chicago: National Institute 

for the Foodservice Industry, 1974. 
Axler, Bruce H. Focus on Room Care for Hotels and 

Motels. Indianapolis, Ind.; ITT Educational Publishing, 

1974. 

Axler, Bruce H. Room Care for Hotels and Motels. 

Indianapohs, Ind.: Bobbs-Merriil Co., 1974. 
Being a Housekeeping Aide Training the Housekeeping 

Aide. Washington, D.C.: Robert J. Brady Co.. 

1968. 

Berkeley, Bernard. Floors and Floor Maintenance. Ithaca. 
N.Y.: School of Hotel Administration. Cornell Ur.iver- 
sity, 1967. 

Berkeley, Bernard. The Selection and Maintenance of 
Commercial Carpet. Ithaca, N.Y.. School of Hotel 
Administration. Cornell University, 1967. 

BoUes, Richard Nelson. What Color Is Your Parachute'^ A 
Practical Manual for Job Hunters and Career Changers. 
(Revised edition). Berkeley, Calif.: Ten Speed Press, 
1976. 

Bradley, LA. The Selection, Care, and Laundering of 

Institutional Textiles. Ithaca. NY.: School of Hotel 

Administration, Cornell University. 1967. 
Brief History of the Labor Movement. U.S. [Apartment of 

Labor Bulletin 100. Washington, D.C. U.S. Department 

of Labor, 1970. 
Bussing Attendant. Foodservice Career I duLation Scries. 

Boston: Cahners Books, 1974. 
California Administrative Code, Title H, Industnal Rela- 
tions. Sacramento C.ilifornia State Department of 

General Services. !977. 
.Career Ladders in the iood Sen'uc huhmry. Chicago 

' National Restaurant Association, 1971, 
Cashiering. Foodservice Career Fdiication Sencs. Boston 

/Cahners\Books, 1974. 
Cold I}<icts About Food Proteition. Chicago. National 

Restaurant Association, n.d. 
Crawford, Hollie W., and Milton C. McDowell. Mctr^ 

Workbook for Food Service and Lodging. Boston. 

Cahners Books. 1976. 
Dahmer, Sondra J., and Kurt Khal. I'hc Waiter and Waitress 

Training Manual. Boston Cahners Books, 197 J. 
l>ardarian,^ Leo. Put Profit on the Menu. New York 

Hayden Book Co., 1959. 
Diet/., Susan M. 'The Correct Waitress. Rochclle I'ark. N.J.. 

Hayden Book Co., 1952. 
Directory of Hotel and Restaurant Institutional Schools 

Washington, D.C. Council on Hotel. Restaurant, and 

histitutional Education, 1972. 
Dukas, Peter. Hotel Front Ojfuc Management and Opera 

turn. Dubuque, lowj William C. Brown and Co., 1970. 
Dukas, Peter. IIo\s ti) Plan and Operate a Restaurant 

(Revised edition) Rochellc Park. N.J. Ilavdcn iJook 

Co., 1973. 

An Fmployce Safety Message for I ot id Serine Oiyerators 
Chicago* National Restaurant Association. 1972. 



TJte Essentials of Good Table Senicc. Ithaca, N.Y.. School 

of Hotel Administration, Cornell University, 1975. 
Exploring Careers in Hospitality and Food Service. Bloo- 

mmgton. 111.' McKnight Publishing Co., 1975. 
Fales, Jolm T. Functional Housekeeping in Hotels and 

Motels. Indianapolis, Ind.: Bobbs-Merrill Co., 1971. 
Food Order Scheduling. Foodservice Career Hducation 

Series. Boston: Calmers Books, 1974. 
A Food Protection Message for Food Service Operators, 

Chicago: National Restaurant Association, 1964. 
Foodservice Safety. Foodservice Career Education Series. 

Boston: Cahneis Books, 1974. 
Foodservice Vocabulary. Foodservice Career Education 

Series. Boston: Caliners Books, 1974. 
48 Ways to Foil Food Infection. Greenfield, Mass.. Chan- 

ning L. Bete Co., 1968. 
Fowler, S.F.; B. B. West; and G. S. Shugart. Food for Fifty- 

New York: John Wiley and Sons, 1967. 
Gilbert, F:dith. Let's Set the Table. Charlevoix, Mich.: Jet* 

Iquettc, 1973. 

Group Instruction for Work Experience Education. Sacra- 
mento, California State Department of Hducation. 
1973. 

Haines, Robert G. Food Preparation for Hotels, Restau- 
rants, and Cafeterias. Chicago: American Technical 

Society, 1973. 
Handling Money. Chicago: Clissold Publishing Co., 1968. 
Harris, Ellen AdeWne. Professional Restaurant Sen^ue New 

York: McGraw-Hill, 1966. 
Heldcnbrand, H.V. Front Office Psychology*. Evanston, 111.: 

John Willy, Inc., 1944. 
Hospitality Industry Guide for Writing and I 'sing Task Unit 

Job Descriptions. Boston* Cahners Books, 1976 
Host/Hostess. Foodservice Career Education Series Boston 

Cahners Books, 1974. 
Housekeeping Management Assistant (Revised edition) 

Lubbock, Tex.. Home Econumks Inbtructional Materials 

Center. Texas Tech University, 1975. 
Inventory Controls. FoodscrviLC Career ! du».ation Scries. 

Boston Cahners Hooks. 1974. 
Irisli, Richard R. Go Hire Yourself an hnphner New 

York. Doubleday and Co., 1973. 
James. Barry. Call Mc Mister. New York MilaJy Publishing 

Corp.. 1969. 

Jemigan. Anna F}od Sanitation Stiul\ Cmrsi Ames, 

Iowa. Iowa State University Press, 1971. 
Kimbrcll, Grady, and Ben S. Vineyard. Suicecding m the 

World of Work. Bloomington. 111. McKmglit Publishing 

Co.. 197^. 

Kinder. I 'a>c Meal Mana^anent New Vork Macinillati and 
Co., 19()8. 

Kotschcvar, Londal II. How to Seln t and Care jor 
Scr\'iceware, Textiles, and Cleaniny Compimnds Boston 
Cahners Books, 19()9, 

Kol.schcvar. I eiulal H. Mana^iement h\ Menu ("hkago 
National Institute toi the I-ooiIscivkc huUisiiv. 1975 
, Richard ('., and Ok I; P.irk XpulhaOiin and 
Interview (Revised edition) Coluinhus. Mu. I.i^truc- 
ti iii,il Materials Liboratory. I'mversj . u! Missouri, 
1974. 

Littin. (icrald W . Modern Hotel and Motel Managenwnt 
(Second cJifion) San 1 rancisco W 11. I rcenian and 
Co.. 19(iH 



Lefler, Janet, and Salvator Calenese. The Correct Cashier 
for Hotels and Restaurants. New York: Ahrens Book 
Co,, I960. 

Lehman, Lewis, Dining Room Service,, Indianapolis, Ind.. 

Bobbs-MerriU Co., 1971, 
Loeb, R.H, Manners at Work. New York. Association Press, 

1976. 

Lundbcrg, Donald E, The Hotel and Restaurant Business. 

Boston: Calmers Books, 1970. 
On-the-job Training: A Practical Guide for Food Service 

Supervisors, Chicago: Hospital Research and Educational 

Trust, 1975, 

OSHA Self Inspection Supplement. Chicago" National Cash 
Register, 1976. 

Parksky, Larry. Math for Citizenship. Johnstown, Penn.: 
Mafex Assoc., n,d. 

Pfeffer, William B., and Walter 0. Voege\e^Jie Correct 
Maid for Hotels and Motels. RoChcHr^SfC^N.J.: Hay den 
Book Co,, 1969. 

Purchasing, Foodservice Career Education Series. Boston" 
Cahners Books, 1974. 

Ray, Mary Frey, and Evelyn J. Lewis, Exploring Profes- 
sional Cooking. Peoria, 111.: Charles A. Bennett Co., 
1976. 

Receiving l-ood in Food Service Establishments. Food 
Management Pamphlet No. 3. Amherst, Mass." Coopera- 
tive Extension Se./ice, University of Mas*^uchuseil3, 
1963, 

Rosenthal, Jacob, and LeRoi A. Folsom, Opportunities m 
Food Preparation and Sennce. Vocational Guidance 
Manuals Series Louisville, Ky. Data Courier, Inc.. 1969 

Rosse. ;Lynn, and Roberta Mcllenry. Food Purchasing- 
Studv-Course. Ames» Iowa Iowa State University Press, 
1971. 

TIw Sale of h'me in Restaurants {31si edition) San l"ran- 

Cisco: The Wine Institute, 1^)76 
Serving the Disabled Patron. l-Oodservice Career Education 

Series. Bgston' Cahners Books, 1974. 
Smith, E. Evelyn, and Vera C. Crusius. Handbook on 

Quantity l-\}od Management Minneapolis. Mmn. Burgess 

PubiishmgCo.. 1970 
The Story of Wine and Its Uses (Ninth edition) San 

Francisco: The Wine Institi'":, 1975. 
Student Manual for Occupational Relations. Minneapolis, 

Minn.* College of Fdueation, University of Minnesota, 

, 1969. 

Supervisory Housekeeping. Fast Lansing, Mich.' l-duca- 
tional Institute of the American Hotel and Motel 
Association, 1%7, 

Tailoring Scnnve to Patrons. l ooJservice Career Fducation 
Series. Boston Cahners Books 1974 

Telephone Manners. Hncino, Cahl.. National hducational 
Media, Inc., 1973. 

Terrell, Margaret. I.argc Quantity Recipes. Philadelphia J. 
B, Lippincott Co., 1960. 

Training the Housekeeping Aide. Prepared by the Hospital 
Research and tducational Trust of the American Hospi- 
tal Association. Bowie, Md. Robert J. Brady, 1968, 

Tucker, Gina. The Science of llousekeeping (Second 
edition). Boston* Cahners Books, 1973. 

Tucker, Gina, and Madelin S. Schneider. The Professumal 
Housekeeper. Boston: Cahners Books, I97,S. 

Waiter-Waitress. Foodservice Career I'ducation Series. 
Boston: Cahners Books. 1974. 



Waldner, George K., and Klaus Mitterhaiiser, The Profes- 
sional Chefs Bciok of Buffets, Boston: Cahners Books, 
1968, 

Wilkinson, Jule, The Complete Book of Cooking Equip- 
ment, Boston: Cahners Books, 1972. 

Your Career in the Lodging Industry, East Lansing, Mich.: 
Educational Institute of the American Hotel and Motel 
Association, 1973, 

Your Responsibility for Safety, Chicago: National Restau- 
rant Association, 1975. 

Films 

The Bellman, see Professional Hospitality Program. 
Courtesy Food Service Is People Service. Encino, Calif.: 

National Educational Media, Inc., 1969. 
Dining Room Safety. Encino, Calif.: National Educational 

Media, Inc., 1969. 
Dining Room Sanitation. Encino, Calif.: National Educa- 
tional Media, Inc., n.d. 
Food Purchasing I: General Principles. Encino, Calif.: 

National Educational Media, Inc., 1975. 
Food Purchasing H: Let the Buyer Beware. Encino, Calif.: 

National Educational Media, Inc., 1975. 
Tlie Front Desk. ScC Professional Hospitality Program. 
Handling Complaints. Encino, Calif,: National Educational 

Media, inc., n.d. 
Handling Credit Cards. Encino, Calif.: National Educational 

Media, Inc., 1975, 
Hash Slinging to Food Handling. Distributed by the 

California State Health Film Library, Sacramento. 

Dallas, Tex.: Jamieson Film Co., n.d. 
H(}W to Listen More Effectively. Universal City, Calif.: 

Universal Education and Visual Arts, 1972. 
How to Set a Table, Lncino, Calif. National hducJition;«.l 

Media, Inc . n.d. 
/.V a Career in the Hotel or Motel Business Jor You'^ 

Hollywood, Calif.: Aims Instructional Media Services, 

Inc., n.d. 

// Happens Every Noon. Distributed by the National 
Audiovisual Center, Capitol Heigiits, Md. Washington, 
D.C. U.S. Department of Agriculture, 1966. 

Kitchen Safety Series. Professional Food Preparation and 
Service Program. Encino, Cahf.: National Educational 
Media, Inc. 

Kitchen Safety Preventing Burns {\*^H)9). 
Kitchen Safety Prevehtng Cuts and Strains ( 1 969). 
Kitchen Safety: Preventing Falls ( 1967). 
Kitchen Safety: Preventing Fires (1972). 
Kitchen Safety ' Preventing Machine Injuries ( 1 969). 
The Maid: Cleaning the Bathroom. See Professional Ho.spi- 
tality Program. 

The Maid' Making Up the Room. See Professional Hospi- 
tality Program. 

Mr. Busboy. Fnciiio, Calif. National Educational Media, 
Inc., 1967. 

Mr. Dish Machine Ofterator !:ncino, Calif. National Fduca- 
tionah Media, Inc., 1*^67 

OJ Garnishes and Kings. Si Charles, 111. I'lckle Packers 
International, inc., n.d. 

Perstmal Quahties for Job Success, Ixxington, K> Univer- 
sity of Kentucky, n.d. 

Professional llospitahty Program. Encino, Calif. National 
Educational Media, Inc. 
The Maid C leaning the Bathroom (1971) 
'The Maid Making Up the Room ( 1 970). 



GG 



Room Service (1913), 

The Bellman (1972). 

The Front Desk (\91\). 
Receiving and Storing. Encino, Calif.; National Educational 

Media, Inc., 1973. 
Room Service, See Professional Hospitality Program. 
Sanitation: Rules Make Sense, Encino, Calif.: National 

Educational Media, Inc., 1968. 
Sanitation: Why All the Fuss? Encino, Calif.: National 

Educational Media, Inc., 1968. 
Skill Counts a: the Sandwich Counter. Chicago: Wheat 

Hour Institute, n.d. 
Smart Waitress, A four-part training program. Chattanooga. 

Tern.: Continental Film Productions. 

Smart Waitress /-Personal Presentation (1970). 

Smart Waitress II- Attitude (1910), 

Smart Waitress Ill-Salesnmnship ( 1 970). 

Smart Waitress IV -Teamwork (1970). 
Table Settings. Encino, Calif.: National Educational Media, 

Inc., 1969. - 

Telephone Manners. Encino, Calif.; National Educational 

Media, Inc., 1972. 
Where Do I Go From Here? Chicago: National Restaurant 

Association, n.d. 
Work Smart-Stay Safe, Chattanooga, Tenn.: Continental 

Film Productions, 1970. 

Filmstrtps 

All About Garnishes. An Ekco Housewares Co. tllnistrip. 

Chicago: Douglas Film Industries, n.d. 
The Angry Flame, Chattanooga, Tenn.: Continental Film 

Productions, 1970. 
Career Decisions: Finding, Getting and Keeping a Job. New 

York: J. C. Penney Co., 1971. 
Career Development: Education for Living. New York: J. 

C. Penney Co., 1974. 
Careers in the Hotel and Resort Industry. Stamford, Conn.: 

Educational Dimensions Corp., 1976. 
Change on the Table, Chicago. National Restaurant 

Association, n.d. 
Cinderella and the Magic Mouse. San Carlos. Calif.: 

National Coffee Brewing Institute, n.d. 
Courteous Service. Chicago: National Restaurant Associa- 
tion, n.d. 

The Courtesy Caper. Chattanooga, Tenn.. Continental I'ilni 
Productions, 1975. 

Dan, the Dependable Dishwasher. Minneapolis, Minn.. 
Restaurant-Hotel Learning Aids, 1976. 

Dishing Up Safety. Los Angeles: Carnation Co., n.d. 

Efficient Service. Chicago: National Restaurant Associa- 
tion, n.d. 

The Free Loaders. Chattanooga, ^:nn.. Continental Film 
Productions, 1970. 

Jack and the Bean Plate. Minneapolis, Minn.. Restaurant- 
Hotel Learning Aids, 1976. 

Job Attitudes: Why Work at All. New York. Guulaiije 
Associates, 1970. 

The Job Interview. Jamaica, N.Y.: E-ye Gate Mouse, n.d. 

Ladies and Gentlemen in Waiting. Chattanooga, Tenn.: 
Continental Film Productions, 1968. 

Preparing for an Interview. New York: J. (\ Penney Co., 
1974. 

Protecting the Public. Three^part program on food protec- 



tion and sanitation. Chattanooga, Tenn.: Continental 
Film Productions. 

Protecting the Public, Part I-Personal Side (1910), 

Protecting the Public, Part H-Food Protection (1970). 

Protecting the Public, Part III -Establishment and Equip- 
ment Sanitation (1970). 
Safety in the Kitchen. New York: McGraw-Hill, n.d. 
Sandwiches, Please. Chicago: Wheat Flour Institute, n.d. 
Serve em Right. Los Angeles: Carnation Co., n.d. 
Viat Extra Something. Chatlanooga, Tenn.' Continental 

Film Productions, 1975. 
Tfiat Final Touch. Chattanooga, Tenn.; Continental Filjj^ 

Productions, 1975. 
The Unwanted Four, Chattanooga, Tenn.: Continental Film 

Productions, 1970. 
Wally, the Willing Waiter Minneapolis, Minn.: Restaurant* 

Hotel Learning Aids, 1976. 
What Is a Hostess? Minneapolis, Minn.: Restaurant-Hotel 

Learning Aids, 1976. 
What Is a Waitress? Minneapolis, Minn.: Restaurant-Hotel 

Learning Aids, 1976. 
You and Your Job Interview. New York: uuidance 

Associates, 1976. 
Your Personality. The You Others Know. New York: 

Guidance Associates, 1969. 
Your Responsibility in First Aid. New York: McGraw-Hill, 

n.d. 

Learning Kits, Cassettes, Slides 

Busboy Self-Training Kit. Minneapolis, Minn.: Restaurant- 
Hotel Learning Aids, 1973. 

Exploring Careers in Hospitality and Food Services. Bloy- 
mington. III.: McKniglit Publishing Co., 1975. 

Six Keys to Being a Better Busboy. Minneapolis, Minn.: 
Restaurant'Motel Learning Aids, 1972. 

World o] Work: Reading in Interpersonal Rrlationshi()S. 
New York. McGraw-Hill, Webster Division, 1969. 

Your Payroll Deductions. Part of Your Money Sunnval Kit. 
La Mirada, Calif.* Lakeshore Curriculum Materials Co., 
n.d. 

Sources for Instructional Materials, Speakers, 
and Field Trips 

Aimort Marina Motels. Fred Harvey, Inc., IMS. Hill Drive. 

Brisbane, C A 94005 
Americana Hotels. 605 3rd Avenue, New York. NY 10016 
Atlas Hotels, Inc., 500 Hotel Circle North, San Diego, CA 

92138 

Best Western. Inc., 2910 E. Sky Harbor BouW3f3rPI^e- 

nix,AZ 85034 
Fred Harvey, Inc., HIS. Hill Drive, Brisbane, CA 94005 
Hilton Hotel Corporation, 9880 Wilshii. Buulevard, Beverly 

Hills, CA 90210 
Holidiiy Inns of America, 3742 Lamar Avenue, Memphis. 

TN 38118 

HOST InternaUonal. 3402 Pico Boulevard. Santa Monica, 
CA 90406 

Howard Johnson Motor Lodges, 222 h'orbes Road, Brain- 
tree, MA 02184 

Hyatt Corporation Executive Offices, 1338 Bayshore. 
Burlingame,CA 94401 

Marriott Hotels, Inc.. 5161 River Road, Washington. DC 
20016 
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National Restaurant Association, One IBM Plaza, Srite 

2600, Chicago J L 60611 
Ramada Inn, 3838 East Van Buren Street, Phoenix. AZ 

85001 

Royal Inns of America, Inc., 1355 Harbor Drive. San Diego, 
CA 92101 

Western International Hote)s, Inc . Olympic Hotel. Seattle. 
WA 98101 

Hospitality Industry Organizations 

American Hotel/Motel Association, 888 7th Avenue, New 

York, NY 10019 
California Hotel/Moiel Association, 520 Capitol Mall. Suite 

706, Sacramento, C A 95814 
California State Restaurant Association, 448 S. Hill Street. 

Suite 612, Los Angeles, C A 90013 
Club Managers Association of America, 5530 Wisconsin 

Avenue, Washington, DC 200 1 5 
Food Service Executives Association. 212 Robinson Street, 

Los Angeles, C A 10026 
International Food Service Executive's Association. 1.S27 

Rupp Drive, Fort Wayne, IN 46805 
Linen Supply Association of America. P.O. Box 2427, 

Miami Beach, FL 33140 
National Executive Housekeepers Association. 201 Business 

and Professional Building. Gallipolis, OH 45631 
National Institute for the Foodservice Industry. 120 S. 

Riverside Plaza, Ciiicago. I L 60606 



Hobpitality Industry Magazines 

American Host Magazine, P.O. Box 3627, Des Moines. lA 
50309 

Chuck Wagon P.O. Box 1429, Austin, TX 78767 
Chib Management Magazine, 408 Olive Street, St. Louis, 
MO 63102 

Cooktng For Proftt, 1202 S. Park Street, Madison. WI 
53715 

Food and b'qutpment Product News, 347 Madison Avenue. 

New York, NY 10017 
Hospitality Magaztne, 614 Superior Avenue West, Cleve* 

land, OH 44113 
Hotel and Motel Management Magazine, 645 Chicago 

Ave.iue, Evanston, IL 60202 
Institutions/ Voltime Feeding Management, I80i Prairie 

Avenue* Chicago. I L ^0616 
Linen Stppiv News, P.O. Box 2427, Miami B'jach. FL 

3314^ 

Lodging and Food Sen ice News, 131 Clarendon Street, 

Boston, MA 02116 
Motel/Motor Inn Jotirnal, 306 E, Adams Avenue. Temple, 

TX 7650^ 

Nations Restaurant News, 2 Park Avenue. New York. NY 
10016 

NR.A. News, One IBM Pla7a. Suite 2600. Chicago, IL 
6061 1 

Restatirant Business, 633 3rd Avenue, New York. NY 
10017 



VOCABULARY LIST/ HOSPITALITY INDUSTRY 



American Plan F>aih pet person rate /nc/iu/t's nH)ni ami 
food 

AP (Full American Plan) Rate inthhie^ three full menK 
atui room (full hoatd ot full peti^ioiit 

Back of the House Servuc area^ tun e\po\eii to puhlit 

Bank The thon^e nj\h ^in en j i4i^/?i< ' ' turt the "^htft 

Beepers — One Way O/n* V\'<n Lommunuutiou de\ue 
Me'^'iai;c tan he Kt^'en hut tiot unwM'ted 

Booking Re^erViJtion^ written tti the haf^l^ ff>t ronm^ ot 
parties 

Bridge the Beds iurn the nuittte^^e^ tff put tw u r hdl^ 
t(\^ether 

Brush Up— "BUP" i/ ronni utter a ,^uest hjs 

thcLked i)Ut ihed^ hu\ ui^ heen done eurheri tindrephiL 
bathroom sii/>/)//''s 

Buckets Containers ni w hn h the Ft<nit l^e^k ( a^htet puts 
^uest fohos 

Cabana Rootn aduuetu to pool areu w.th nr without 
sleepuii^ facdities. usuaih seputate ftoiu hotel's miun 
hudditi^ 

Captain Take\ diniti^^ rotmi food orders ami jsnn har\ie ot 
servitig a section ahm^ with the other set vets 

Case Goods Furniture made of w ood w ith stora.^e areas, 
term now includes m()\t furniture 



Cash Bar Private room bar set up whete \^uests pa\ tot 
drinks 

Check-In Hotel dav starts at 6 00 a m , hifwcver, ot cu 
pauL V of roonis bv arrtvin^ }^uests nuiv tun be possible 
until aftet tin establiJied check out time (itsualh I 00 
p m ) 

Closed Dates Dates <,n which nothtn\i can be rented be 
cause a "full house" is alreadv booked 

C/O Check nut 

Commercial Rate (<ate a^teed upon bv a corporation and 

a hotel for all em pi owes of the corporation 
Comp (.onipltmentar\ no chat\^e for room 

Confirmed Reservation Otal or written confirmation b\ 
Ihttelthat a re\er\ atitm has been accepted iw rittenam 
firmatiot.s are preferred} There is u\uall\ a 00 p m 
dotal titnef I. heck in deadline If ^uest arrives after o 00 
pm auil hotel is filled asst\ujnt matui^et will make 
evcr\ effort to sec ure accommodation^ in another hotel 
(does not apph to ^^uest^ with, confirmed tcservatiofis 
where late arrival ha\ breu spentieil 

Connecting Rooms l\\'o or mote room\ w rth pnvate con 
nettm^i doors permittmy, access between tooms with 
out K(>tti\: into the corridor 

Continental Breakfast Consists of nine, toast roll (u 
s\\ eet roll, > offee (tea t>t imlkl In some ( mintnes cot 
fee and roll onlv 
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Continental Plan . Rate hhIuJcs hrcakfa^t ;u(>//i 
Cor^tuonlv called ' bed and breakfast 

Contract Furnishings Fi/r/]:s/2H?X' dcsi\^ned foi ins* tii 
lional Use as opposeil to hoiue use punhasci' >n a 
contract that uKludes speeitu atuats ilehver\ tiu.e. eti 

Covers Ninnh r at persiais se:\ ed at a tuod tiuu tim 

Crinkle Sheet. /)/sn/2(.n\'f/\' vm en sheet iresemhlniy, 
seemickerj w^ed to mver and protect hlunket 

Cut-OK ate, , Designated da\ when bin er mpun reijuest) 
nni^t release or add Li) funLtH)n roor^ 'ir bednnnn Lom- 
mitnient. With tertain t\pes ot ^u.ups, rimnnny, hsts 
should be sent to th: hotel at least two weeks prn>r to 
arrival 

Day Rate Usiiallvone half re^^ular rate of room for use bv 
guest during a ^iven da\ up to ^ 00 p m Sometnnes 
called a "use rate." 

Demi^Pension Rate includes breakfast and iich o/ 
dmiur and room 

Deposit Reservation Reservation lor whuh h()tel has re 
ceived cash payment for at least first ni^ht \ lod\^in^in 
adviince and is obligated to hold the room, re\icrdless of 
guest's arrival time Hotel pre register<: this i^pe or 
guest. CauLeilation briKcdure This tvpe ot reservation 
''hould be cantelled as earh as pt)ssible but a 
tnnumum ^f 48 hinirs prior to .1 hedukd date of arm al 
111 a LonimerLial t\pe ! / F(tr resort hotels LUsttmier 
shoulil Kcrifx LaiKcllation polu\ a: time makin^^ 
reservation 

Lcsk Althou\^h there are nhi/r, bote! otn<e dtshs 'dn 
term Desk" is usiialh nieant to be thi fmtr sk 

DNP D(t Sot l\) t nisualL tmuid on hou i \ t nts -^beet 
nwaiis tlo not show on bulletin hoard 

Double Room with a double or .pieen size ^^ed 

Double-Double Rmnu witn iwf double rt\b 

Duplex Iwostoi\ .mti' /-./; f ^:nd m .r?/ si t 

netted b\ nu lutenor s,\';n\.M 

Efficiency ALLonw)]^ dAtvn) < >;i\,nin}^ s'>!hi t\pi 
kitihen taLilit\ 

Entry-Level Jobs ^»/* /; t tr' ith' ^'i' luii 

prior e.perieihe an ' wiiwt) tin lea-! rnniu)! <e 
traimiiii is nefdcil 

EPiEuropean Pljti) > nuid'^ tin !u. led r<n)rn tjie 

Executive Cbef sA/Zm t/ >in i >. /'. ru tti cil i rx/ ho man 
a\ics all kttKhir: ("n/>''W'N .r-v/ ihtnitus Jjc/ J<" 
iUisine IS lurf'pt m irrn, *< ir tin ^ pos,n( 'U 

bxtend the Bi'ds -Xdj cMr-i rfuil ( ht : lnr]'^cr 

Farm-Out Scu i:n^ ^ae-t ^ \ /r • // n m rw^M. . u ///( /? 
n.nnot be bf^ri'^red to nfhci h '■ . ;//m .n it's Ihi- 
i\ dane (aiJ\ whtnrh'' uH ;j'»;ot,'?'. naiLihlc i'\ m 
though -guests }},r re-^t't\ ati< >n ^ 

Felts lable puih niatt'^ u>\t-r< 

First rljss Weihuu) ru' 'n^ualh Ihi^ prn r s« /r?/ 
private batlv 

Flat Rate SpfLitu room rate f<>' '^fnip b>^"i /-A a:u » 

awn! ip*ai b\ hotel an I ^roiip 



Flusn Valve Handle and hardware used to flush toilet 

Food and Beverage Cashiei I'erson usualh stationed m 
kitthen near dinn :o thintig area who adds up restau- 
laiit Lheiks. cepts monev. and niahes Lhange for 
servers 

Trench Service iaih finnl item iiuln uhuill\ served at 
table bv server, as opposed tii serving ii plati' that hes 
been completelv .set up m the kitchen 

Front Desk Area win re gutst Ju'c/ss into hotel, where 
kcvs are kept, where mad is thstributed. and from 
which inf(^rmatn)n is dispensed 

Front Office Area where informatnm regarding guests is 
kept, also assL.tant manager's iyffices 

Front Desk Cashier Person whit totals all charges made 
to a room and collects monev upon departure of 
guest 

Front Desk Clerk . Person who checks m guests and mam- 
tams available room inventory 

Front of the House. Entire area open to publu use 

Full Comp .No charges mad{^ tor room meals taken m 
hotel. *elephone. valet, or otl^er items 

General Clean Induates thorough t leaning of guest ri>oin 
and bath, ditne on a periodic basis 

Guarantee Figure given bv group or orgtui.^ ati*»ri ti)!nnel. 
at least 24 hours prior to fi htum. statniy, number of 
persons tit be scrveil hotels are prepared to ser\ e at 
least S**<, (>\(T ^he guaranteed figure Pavment is made 
on a basis 0/ ne \^uaraii* 'ed nuivlu ; ot <. o\ e: 01 to' d 
numbei servi </ w hn he er is •^reaiei 

(tiuraiiteed Reservation ( ornnmed icscn iitn>n with a 
pri>mi sc toiu K omnnnlate 1 n iopa\ /< >i a i*>* >m el sew here 
iinilihling triinsportii! lof] rheie and hiu k lotus' I ttel 
ne\t da\ I (. ^nest guariintee - ropii\ it a no sh<n\ 

Ciiiest C'harv;e 4// ser. u es put on ^^uest s bdl~pr\ bases, 
roof ■i\i.i' ri'h'pluine \ tiler 

(iuest Property Items belon\iirK »" v;..'t^^^ Rules aw st t 
regardin\^ *he handling of \iuest pntpert^ Utr house 
hecrni^ aiiles bell persons and (ttiiei personnel 

Held Lu]i;gJ^e ( riies! p:<>peit\ held in Ih'U m i\r. riu nt for 
titii>n}!nthlati<ins 

Hold Over ( fUCst is sta \ iri\i o\ ei aiul tin ntorn is rior ii\ ail 

able tor re renral 
Hospitality Room Raom usi d toi >}n'ttin^ , , ntertainin^ 

l/suiilb a *u!i* ti ai room or , 

Hospitality Suite Pailor with at'irhitiu'^ fu-dronnit si 
tulapttible tnr ent ertairurr^ 

Host Bar Prnat^ mo,'/j bar m r u/' v. /]< /-( >< ' (7<i^'< s 
prepiud In a ^/>";?^^'/ 

ldi)tel I'roK hh s i)\ crni^Jn lubniw '<><'J .< r\ m i a!et ser 
iind other t\pis <>r '^ui st ,f',MK(s //; tnhhticn 
pr'i\ ides meetiiv^^rooms irul dt' nv^ ^h ilitu s groups 

flotcl (tarni Hotel Aitlunir *,uihnes 'e\iept 

bti al fasti 

House Unti l (j't^n r^Uruil r^ tht House ami 
Ib'ii^' p(flh >i s an M / 



House Count,.. Number of rooms rentcJ on a partuular 
ilatc. 

House Person . EmpUnct' who works lor hoiisikccp'n^' or 
maniteiiaiice Jjpiirtmcnts. i/nt's hcavv /< s 

lifting, ami movuii* 

Housing EutesiU,,.Lonil Lonveiitun) Inircju or ljv ic i>ry,dni 
Ziition will (for certain convention iinnipsl att as a 
"hou.^ing bureau" and a'isi^n rooms in various paitici 
patmg hotei^ in citv or area Sometimes a '^Iiotel tlcur- 
mg house^' ;s a semiH>fficKii * aralion that assigns 
rooms m hotels for injivuhials ami or \:nnips seekm^i 
at^onimodations m a certain area 

IFB (Including Fringe Benefits) ,.MeaL^. insurance, vacation 
pay. pension fund uniforms ;'ic tha^ are provided to 
hotel employed 

Inspected.,, Room ha^^ been checked tor readiness bv an 
authorized person 

Junior Suite... Laige room wiih a partition separating bed- 
room area from sitting area 

King... Large^it size bed available from manufacturers; may 
be 80 inches by 80 inches or 72 inches by 72 inches-, may 
be formed by putting two twin mattresses crosswise on 
twin box springs 

Lznskl* . . , Room overlooking water or garden, with a balu)nv 
'T patio (often found in resort hotels} 

Make Up. ..Change linen on beds, clean room and bath- 
room. \'hile guest is registered m room 

MAP {Modified American Plan) Rate includes breakfast. 

dinner, and room 
M.I.P. . Most Impoitant Ik^rson 

Motel .Usualh pn)\idesi)nl\ lodgmg althmigh sitmeiiu^e 
restaurants attached to them Thev often do not provide 
room service and other special guest services 

MTD. Month to Hate—these are ai t (nmtmg totals show 
mg the revenues and expenditures ior a spet tin month 
as ^f a 'specific date 

Napery.. Table linens 

Night Spread . Lighi\.ei^ht spread used on bed at night to 
protect blanket and give eai h guest a i lean cover 

No-Show Employees Personnel w ' .!o not come t(f work 
on a scheduled w(/rk da\ and do ma call m to explain 
their absence 

No»Show Gues.-i Caiesi with ctaitirmeii reservation who 
does not che-sk into howl or coll to tarn el 

Occupskncy.,.Nuinlter of rooms actualh in use 

Open,.. Rooms available for n'nting 

Out o*f Order. Status of a nxaii. not rentable because it is 
being repaired or redecorared 

Oversold Reservations have been accepted bevonil a 
hotel's capacity to provide rooms 

Paid Bar. Private room Inir All beverages an prepaid 

Par Stock . Minimum number of an\ ttein needed for the 

hotel to operate efficientiv 
Parlor. ..L/v;nx or sitting ro.om not used as a bednfoni 

(called a "salon'* m Europe) 



Parlor Aide thnisekecpmg aide who ser\Kes suites and 
pi 'die areas 

Putty. .Uscii tit refer tit a person or a gr(tiip which is on the 
propcrt\ .Warn times the group is there tot a meeting, 
lutt a partv in the le^^iive sense Nitnetheles<i. it is re- 
ttrrcil ti) as a part\ Even an iiidn idual ma\ be referred 
to a' the "partv m Room 337 * 

Perpetual Inventory . . , Ongoing daily count of stock 
checked in and out as well as balance on hand. 

Physical Inventory ... .>! periodic count of all items on 
hand at a given time. 

Pocket Pager. Communis -n device that permits one 
to receive messages, but i ot answer them 

Powder Room Aide Housekeeping aide who matntains 
public area<i and re-'trr.'nis 

Pre- Registered No lelav m check iii. usually provided 
guests who have str.ved m hotel previoiislv: often room 
assignments based on guests' previous preferences 

Processing .Preparing various insurarue and ta,x forms 
after an employee is hired 

Property /\ hotel's building, land, and all facilities con- 
nected with It 

Property Maintenance Department m vc-;' large hotels 
that does heavy cleaning m front and back of house, 
usually includes night cleanmg crew, mav be in charge 
of keeping up CsXteriors and groumis 

Public Areas Tliose areas where the general public may be 
found such as meeting rooms, lobbies, hallwavs. 
elevatitrs. stairwavs Guest rooms are not pubin areas 

Queen Muidle sized bed— larger than a double siiiaiii( 
than a km^. liiniensions 60 iHihes b\ HO ,iuhes or oO 
inches by 72 inches 

Pack Rate. Current rate charged for each at comniodation 
as established bv hotel's management 

Rates Rates varv depending' (tii the indi\idual\ purpose 
and trequencv of hotel occupancy Corp(trations and 
large conventions get reduced rates baaiise of the vol- 
ume oi bu .mess ilie\ bring n,io ihe hotel 

Rebate Part or all of a charge refunded to guest 

Reception Host Person who gre^'ts anti registers guests 

Roll In Put rollawav bed m guest rinnii 

Roll Out lake rollawav bed out of guesi roo)u 

Room Rack Slotted board at front desk with all rooms 
listed in numerical order on whuh lolored i anls an 
plaeed to denote occupancv or vaiam v 

Rooming List /;s/ of names submitted in advante bv 
haver lo <h i upv previously reservai at < onimoiiatutiis 

Run-of-the-HousePate Agreed upon rate geiierallv priced 
at figure letweeii niiiiiniuiii and niaxinium. fo^ group 
aicoiiimodations for all available roonjs cMCpi suites 
Room assiy,nments usualh made on a "best available" 
basis 

Runner Person who supplies restiuirants with food ft( tin 
storage areas 



Sample Room... Display room which is used by guest for 
showing ,Ti rchandise. It may or may not hjve sleeping 
facilities. 

Securitv Department in charge of protecting hotel, em- 
ployees, ami guests from robber v and vandi^ ' m 

Single. . . Room with one bed for one person. 

Skips... Peop/e who leave hotel without paving bill 

Sleep Out. Guest who rented room, but did not sleep there 

Sous-Chef . Cook who is second m coinmand of kitchen; in 
large hotels there may be several, with each in charge of 
specific restaurants. 

• Studio. . . One-room parkn set up having one or two couches 
that convert to beds (sometimes called an executive 
room). 

Suite... Par lor connected to one or more bedrooms. When 
requesting a suite, always designate the number of bed- 
rooms needed. 

Support Positions. Jobs that directly assist a depan. ^cnt 
head. 

l«ible d'Hote. . . Full course meal with h mi ted choice 

HA Autograph... Used to produce a facsimile telegram, re- 
producing printed and graphic matter by means of a 
tratismitter in which the motions of a pencil arc repro- 
duced by a receiving pen controlled bv electromagnetic 
devices. 

Third Sheet. .4 night spread i>r Luver used fu pri)teL t blan 
ket. 



Tidy-Up .To straighten a room after guest's departure 
when full service has been given earher to room 

Toilet Tissue. . . Toilet paper— not to be confused with facial 
tissue — placed in bathrooms and public lavatories. 

Tourist or Economy .Commercial-type hotel (usually 
without private bath) 

1\im Down. .Evening servue— removing bed.spread and 
turning down bed, straightening room and replenishing 
used supplies and linen. 

Twin A room with twin beds. 

Twin Double ... /I room with (wo double beds for two, 
three, or four persons; Sunte times called a "family 
room'* or ''double-double. " 

Vacant and Ready A loom that is unoccupied, cleaned, 
and ready for renting 

V.I. P.. Very Important Person 

Wallde Tilkie.. Communication svstem where messages 
can be both sent and ref:eived. 

Walk-Ins. A guest who appears at hotel in person and 
reifuests rotmi when not holding a reservation. 

Water Closet Toilet 

"We Walked One Or Two" . Small Dumber of people with 
reservations who could not he accommodated Thcv 
y\eti: taken (gratis! to ain>ther liotel where io(mii> had 
been obtomed and pcud for bv hrst hotel 



APPENDIX student Career Materials 

Sample Hotel Worksheets, Farms 
Supply Lists 



CAREER STUDY UNIT 

The following questions will help guide y ar exploration uito a possible 
career. Please choose an occupation in which you have an interest. 

/ What occupation interc^its youf 

2. What IS the avcra^^c wa}ic or salary for this occupatioti' 

3. What arc the qualifications andlor experience needed to work 
m this fiehU 

4. Briefly Jcscrihe the trainui}^ required for this occupation. 

5 What is the employment outlook (the occupation's future) for 
the next five yearsl 

6. Name three schools where you can ^et additional training m 
this occupation (f^ive complete names and addresses). 

7. List at least two sources where you can obtain more mfortnruion 
about the occupation you have chosen. 

8. Into what additional or related fields d(.es this occupation 
provide en try I 
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SIMULATED JOB INTERVIEW 



Good morning. Please take a seat. 

1. I understand you are interested in working :ere at 

as part of your training program at your school. My name is 

and Vm the personnel director. I would like to ask 

you a few questiom regarding your interests and your qualifications. Then you may 
have some Questions you would like to ask me. Does that sound okay? 

2. Why did you enroll in your school's hospitality training program? 

3. 1 notice from your application that you have worked at two other jobs while in high 
school. Can you tell me a little about those jobs and what you did? 

4. What did you lih best about the last job you held? 

3. Was there anything you Jound unpleasant or under' able about it? 

6. Do you have any plans concerning what you will do after you graduate from high 
school? 

7. Can you tell me something about how you have done in school up to this point -your 
grades and school activities, for example? 

8. How about attendance? Do you attend regularly? How often are you tardy? 

9. Have you been involved in any special school projects during the past year that you 
could tell me about? 

10. We are pleased when a young person expresses an interest in working in this industry. 

Tell me what you think the role of a 

involves. 

11. In your opinion, what distinguishes an average employee from a superior employee * 

12. Do you have any >iuestions you would like to ask me about the job for which you're 
applying? 

13. Fine. Thank you for talking with mi\ We will Ir* you know soon whether you have been 
selected for the position. 
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EVALUATION OF SIMULATED JOB INTERVIEW 

Name of Student ^ 

Rate the student who is participating ir the simulated job interview. Place a check 
in the appropriate space that best describes the students performance while par- 
ticipating in the simulated ]ob interview. 

Poor Avg. Good 

1. Voice ^ 

2. Posture — — ~ — — — . - 

3. Poise - 

4. Attitude toward interviewer — — — 

5. Knowledge of the /(ib being sought » — ^ ^ ^ 

6. Knowledge of the firm — — „ 

7. Ability to handle questions 

8. Ability to ask questions i?bout job ^ - 

9. Ability to relate school, work history ^ ^^^^ — 

10. Overall impression of the interview - . 
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JOB APPLICATION BY LETTER 

TKe applicant's initial contact with an employer is made by letter in many in- 
stances. Expt:ience indicates that an applicant must be very careful about the 
appearance of the letter and the information it contains. The following factors are 
important in letters of application. 

1. The letter will best serve its purpose if it is businesslike and ca:refully worded. 

2. Use white 8 Vi x 11 " bond paper and a white envelope. The letter should be typed or 
written in ink, using black, blue, or blue-black ink. Although not required, it is 
considered courteous if the applicant encloses a self-addressed stamped envelope. 

3. A well-typed letter is preferable. A hand-written letter is acceptable, but it does 
not make the best impression. Remember that a typed name is not a signature. 
Sign the letter in ink. 

4. Be certain that the name of the person to receive the letter is correctly spelled. A 
misspelled name may cause the letter to be eliminated. 

5. The salutation should read "Dear Mr. or Ms. Brown." 

6. State at the opening of the letter that you have learned of the job openigl^ through 
your school's placement office or whatever the source. You thereby associate your 
application letter with the contact that has been established. 

7. The letter should be brief. Omit personal information unless you possess special 
skills or aptitudes which merit specific mention. 

8 A wage or salary is approached more satisfactorily at a later date, after the 
employer has indicated an interest in your application. If asked to state an ex- 
pected salary, it is sound to specify that you would be willipg to consider a salary 
customarily paid to persons with your preparation and experience. 

9. If your present address or telephone number is no; applicable, note tnis fact and 
state where you may be reached or a message may be left. Another applicant may 
be chos^vi because you could not be reached. 

10. If /ou arc . ^ked to fill out an application form, do so promptly. The application 
muy be i/ped unless instructions state that all information must be given in the 
applicant's handwriting. Be sure to answer all items and to affix your signature. 

11. The closing should read "Very truly yours" or "Yours truly." 
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Sample Job Description 

HOUSEKEEPING SUPERVISOR 



\ 



TITLE: 

REPORTS TO: 
S^^'I:DULE: 

DUTIEST"^ 



Supervisor, Housekeeping. 
Director of Housekeeping. ' 



\ 



8:i5 a.m. to 4:15 p.m. Sundays and 
holiday s. 

-8:45 a.m. to 4:45 p.m. five days per week. 

Ensun; maximum efficiency in per- 
formance of housekeeping aides to acquire 
and m.untain immaculate guest rooms and 
surrounding public areas. 



1 . After preparing your workbook, sign-in for your 
paper and keys, go to your assigned floors, check 
the daily fiOU^eUeeping Vacant- Room Report, 
and r^'- n If your book all vacant and 
out-o*V*c »ms. 

2. Check ail vacant rooms not in order and report 
their condition to the linen room as well as any 
discrepancy between the Housekeeping Vacant- 
Room Report and the physical condition of the 
room. 

3. Check all vacant rooms in open sections (put on 
bedspreads in sleep-outs oi vacant rooms which 
received night service) and all rooms out-of-order. 

4. Report used sleep-outs, sleep-outs, and light 
luggage to the linen room. 

5. Check carts for proper supplies and neatness and 
see that the housekeeping aides have the proper 
cart equipment w'ch which to work (when the 

shift is ended, carts should be placed in desig- 
nated area). Keep runner cart number as record in 
workbook. 

6. After receiving the schedules, hang them up on 
the corresponding floor and inform housekeeping 
aides about assignments. 

7. Supervise housekeeping aides while they are 
' orking on the floor for general appearance and 
conduct. 



8. Check-out cards: When a gufest is checked out by 
a bell person, a c/o card will be placed on the 
outside room "dom^j^red-.-.side up. After the 
housekeeping aide has made upTtlte^OQiii and put. 
it in order, he/she will hang the card ori'^lhe* 
outside door knob, white side up. This indicates 
the the room is ready for inspection. These cards 
are to be turned into the linen room by the 
supervisor when coming down for breaks, lunch, 
and going off duty. 

9. Ensure that guest rooms are cleaned properly and 
that every room is completed once it is started. 
This includes make-ups as well as check-outs 
(c/o's). 

10. Check trainees regarding their progress and issue 
repbrt in writing to the assistant housekeeper. 

1 1 . See that all check-outs are put in order by the day 
housekeeping aides if the guest leaves the room 
before 2:00 p.m. At 3:00 p.m., call to the hnen 
room all late c/o's. 

1 2. Check with your housekeeping aides for refusals 
or late service. Before going off du y, check that 
these rooms are entered in the make-up book 
and/or record the time when service is wanted. 

I3.lt is your responsibiUly to see that all vacant 
rooms on your floors are in order and the evening 
room count of all sections is correct. 

14. Upon receiving a message on the pager, call the 
linen room for confirmation. Inform linen room 
attendant when you are going for lunch breaks. If 
page system breaks down, call every half hour to 
linen room. 

15. All c/o's, V.l.P.'s and Pre-Reg's are given by 
pager. Record these and the time received on the 
room-control slip in the proper space behind the 
room number. 

16. Hnter time when you have called V.I.P.'s and 
Pre-Ktg's as "in-order" to the linen room, 

1 7. Throughout the day, your work will be kept 
according to tlie instructed procedure and, when 
going off duty, left in the designated area. 

18. Besides your V.I. P. and Pre-Reg rooms, thor- 
oughly check as many rooms as possible on your 
^oors and turn in a list of approximately 30 
checked rooms. 
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Sample Work Procedure Form 

PROCEDURE 
FOR CLEANING 
GUEST ROOM 
CHECK-OUT 



A. OBjECnVES 

1 . To provide guests with clean Imcns iot bed 
and bath. 

2. To be sure that room is returned to order 
after use. 

3. To create a pleasant and comfortable place 
for the guest 

4. To meet the sanitation requ]renieiit> ot 
health laws. 

SUPPLIES NEEDED 

1 Detergent cleaner in spray bottle 
2. Disinfectant in spray bottle 

(Note A germicidal cleaner can be sub^ti 
tuted for Nos 1 and 2) 
3 Glass cleaner m sprav Nutle 

4. Furniture polish 

5. A"' freshner in spra> 
6- /\jrasive cleaner 

7 Clean sheets 

8. Clean pillow cases 

9 Clean bath towels 

10 Clean hand towels 
IL Clean wasn clothe 
'2. Clean bath mat 

13 Clean bed spread 

14 Clean blanket 

13 The following; printed 'supplies- 
stationery, envelopes, postcards, s.ini* 
bags, r()*/m service menu, airn-torv i •^er 
vices, toilet seat band, shoe shine tloth, 
laundry bags mu^ lists credit card appi.t.a 
tions. comment slips "i)<» Not J >isuir]>" 
sign, matches, wrapped soap, toijet tissue 
and facial tissue 

c equipjMEntneei:)ed 

1. Houseke»-p:ri,'', Aide's basket^* 

2 Pail. \ 

3 Sponge ' 

4. Clean cloths 

5. Bowl mop 

6. Vacuum cleanet 

D. STEPS IN CLEANING ROOM 
1 Pull cart tod(K)r of room 

2. Check nif;ht button 

3. If It depresses knock on door 

4. If no one comes to door, open door with 
pass key. 

5. Move cart into position across door 

6. Pick up basket and ent er r(K)m 

7 Set basket m bathroom 

8 Tbm on all hghts to see that they are work- 
ing properly 

9. Open drapcncs 

(Note. If odors are in room, tutn oh A C 
and open glass door) 

10 Cover and remove any food trays to the 

aligned area for pick up 
II. Check drawers for articles which guest 

may have left 



12. Pick up any trash, papers, bottles, and rub- 
bish and put into waste can 
Now Cive vareful attention to envelopes 
Be Mire there ik iwthiii}: of vnhie w them 
Ciif\ts sometiinc\ leave verv vahuible 
Items such as airline tickets 

13 Be sure all fire is out and dump ash trays 
into waste can Take the trays to bathroom 
for future washing, along with waste can 

14 Pick up the trash from the bathrih)m. 
empty bottle opener 

15. Take both waste cans ti) cart and empt> 
trash into trash bag 

16 Leave cans in bathroinn fi)r tleaning 

17 Return to bedriH)ni 

18 Remove linen trom bed and iheik each 
piece to be sure the guest has not left per- 
sonal ai tides 

Piik up used linen from bedrotmi 

20 Cio bv and gather up used items in bath 
r(K>ni 

21 Remove all ti) tart and put in iinen hag on 
cait 

22 Pit.k up (.lean linen trom cart and stack in 
order ti) Ik- (isid on the chair nearest the 
bed 

Dust bed rails wi-h treated cloth 

24 M.ike bed 

25 Clean bathroom as follows 

a Fill pail with clean water trom tub 
faucet 

b Sprav lee LOnt.iiner ami (rav wjth deter 

gent solution Rinse well and dry with 

clean cloth 
c Wash ash trays — rinse an'i dry 
i\ Wash waste cans by spraying with deter 

gent -scrubbing stains with abrasive 

rinse and dry 
e Starting at the '.orner of the tub, clean 

with detergent solution as follows 

( 1) Tile wails 

(2t Tub inside and out 
i^) Soap dish 

(4) Shower curtain 

f Clean toilet wuh disinfectant as follows 
1 1) Spray seat, wipe dry and leave up 

(2) With bowl mop push water over trap 
ni ^Spray inside with detergent 

{4| Use abrasive for sfihborn stains and 
encrustations 

(5) Flush 

(6) Spray a fine rmst of disinfectant over 
toilet 

|7) Put seat band on 
g Spray inside of tub and basin and basin 

stopper with disinfectant 
h Spra, mirror with , glass cleaner and 

polish 

I Co over light shade with mifror cloth 
iNifte Replace am bumahnit hiilhs } 
I Place towels on racks 



k Place soap, ash ijdy. inatche-/, 4 glasses, 
on vanity 

1 Wipe toilet tissue holder and leave tis- 
sue needed, 
m Wipe facial tissue holder and leave facial 

tissue needed ^ 
n Spray fI(K)r with deteri'.ent solution 
i» Rinse floor with sponge working toward 
door 

p Spray floor with fine mist of dssmfeetant 
solution 

26 Take Housekeeping Aide's basket to cart 

2^ Pick up vacuum from cart 

2h Vacuum bedr(M)'n — starting at back and 

working toward door 
M) Pick up treated dust cloths and work in 

tollownig orde/ dusting loom 

a no<»r 

b Closet 

c Head boards 

d Night stand 

e TelephoDi- 

t Pictures 

g Air Conditioner 

h Patio railN 

I Window tranu" track screen 
I Party table and chairs 
I Television 
ni Desk 
n Lamp 
o Desk chair 
p C onnecttng doors 
M Spray mirror with glass cleaner and polish 
drv 

32 Replace missing rot)m supplies in the tol- 
lowm^- places 
a Night stand 

|1) Ash tray and matches 

(2) Telepht)ne ilirect<»ry with bote! cover 
b Party table 

(1) Bible 

(2) Current hotel magazine 
{31 Current hotel di rectory 

c Desk— tin top 

|i| Credit card appli'.aiion (travel! 

(2) Credit card appli .ation (oil company) 

(3} Comment slip 

in drawer 

It) 1 fly swatter 

(2) 4 s^ni-bags 

|3) 1 room service mem- 

(41 I "Do No: Disturb" j.ign 

|S| Stationery bag coniainm^ 6 pieces 
stationery, 3 envelopes, 3 postcards 

;6) Directory of services 

(7) Plastic shoe bag 
d Closet 

ID 2 laundry bags with lists 

|2) 2 sh(>cshinc cloths 
\ \ Close and make sure d(H)r is I(K;ked 
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Sample Worksheet 

HOUSEKEEPING SUPERVISOR CHECK SHEET 
Bedroom Cleanliness and Supplies 

DATE: \\00M: HOUSEKEEPING AIDE: 

1. DOOR: lock, inside, safety, stop, law and rate cards. 

2. ENTRANCE UGHT: switch, bulb, shade. 

3. CLOSET: doo^ floor, rod, shelf, hangers, shoe shine cloth, laundry bags and lists. 

4. BEDS: make-up, spreads, headboard, sheets, pillow- 
cases, bed pads, blanket, rails. 

5. FLOOR: under beds, at wall, comers, spots. 

6. NIGH'^ STAND: shelf, sides, top, ashtray matches, lamp, bulb, shade. 

7. TELEPHONE: dial, dial instructions, receiver, cords, 

recess, telephone directory, hotel covet 

8. PICTURES: frame, face. 

9. AIR CONDITIONER: top, grill, controls, filter ______ ^ 

10. WINDOW: glass, frame, lock, track. ^ 

1 1. PATIO: floor, rails. 

11 DRAPERIES: rod, cord, hooks. 

13. HANGING LAiMP: chamcord, bulb, bottom plate, shade. 

14. PARTY TABLE: top, books and hotel publications, ashtray matches, stand, base. 

15. CHAIRS: legs, backs, arms, cushions, seams. _ 

16. TELEVISION: top, back, cords, controls, screen, base, working. 

17. DESK: mirror, top, ashtray matches, required promotional matenals, 

comment slip, drawers, base. 

18. DESK SUPPLIES: stationery, envelopes, postcards,sanibags, 
^ roomservieemenu,"D()NotDisturb"sign, fly swatter, 

directory of services, plastic shoe bag , 

19. LAMP: bulb, shade, base, cord. ^ 

20. DESK CHAIR: back, legs, mags, seat. ' 

21. WASTEBASKET: inside, outside. . 

22. WALLS: ceiling. . 

23. CONNECTING DOORS: stop, lock, sound strips. 

COMMENTS: . . ^ . 



Inspected by: 

All nn accept i hie items must be LorrcLted 
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'^itie:-.^ Time: 
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Sample Workshfiet 

HOUSEKEEPING SUPERVISOR CHECK SHEET 
Bathroom Cleanliness and Supplies 

DATE: ROOM: ^_ HOUSEKEEPING AIDE: 



At^.cpt.ibic Una*, cptabic 

1. DOOR: outside, inside, stop, hook. 

2. MIRROR: glass, edge. 

3. LIGHT: shade, bulbs. 

4. BASIN: inside, edge, fixtures, overflow, drain. . 

5. VAi JITY: top, tray, ice container, glasses, soap, 

ashtray, matches. 

6. BOTTLE OPENER 

7. TISSUE BOX: paper facial tissues. — — 

8. TOILET TISSUE HOLDER: toilet tissue roll. 

9. TOILET: tank, flush, lid, seat, hinges, bottom, 

back, under rim, bowl, seat band. 

10. VENT 

11. WALL: painted, tile, grout. — — 

12. CEILING 

13. SHOWER: head, curtain or door, safety strips. 

14. TUB: outside, inside, safety strips, fixtures. 

15. SOAP DISH, wrapped soap. 

16. BATH MAT ^ -^^ -^ 

17. TOWELS: bath, hand, washcloths. 

18. WASTEBASKET: inside, outside. 

19. FLOOR: tile, grout, corners, under vanity, 

threshold. • — 



COMMENTS:. 



Inspected by: Title: . Time: 

All unacceptable ttetns must be corrected 
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Sample Worksheet 



STOREROOM REQUISITION 



No. 



# 



CHARGE TO: 



- Date 



















. 




— - 






' 













































Total 
Signed 
Approved 
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